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OPPiCE-ODRON 


Aha! So they put your 
name below mine on the 
distribution list, eh? 








underwood scairiok 


THIS IS THE UNDERWOOD SCRIPTOR 


This new electric typewriter is designed to provide manage- 
ment with general-purpose typing of absolute uniformity, 
crisp appearance and sharp legibility, at such high speed and 
with such ease that it can substantially lower typing costs at 
stations where work is continuous. The attractively-styled 
Scriptor offers such proved ways to increase production as 
reverse tabulation and simplified title-centering. Beneath the 
Scriptor’s attractive styling is rugged construction that assures 
long years of trouble-free dependability. Other Underwood 
electric typewriters are the Raphael, with automatic variable 
letter-spacing and carbon ribbon, and the Forum, with con- 


ventional spacing and equipped with both carbon and fabric 


- ribbons. Underwood Corporation, One Park Avenue, New 
York 16, New York. 
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How to convert perforated to magnetic tape 
at a reasonable cost (NOW) 


Tally’s new solid state Model 1433 Paper-to-Magnetic 
Tape Converter is not 10 years ahead of its time. You 
can solve today’s media conversion problems with 
both integrity and economy 


Normally, input and output data are completely 
identical in content. The output record is a bit for 
bit image of input data. A universal code conversion 
feature is, however, available. 


Without changes or adjustments, the Tally converter 
will accept paper, foil, or plastic tapes in widths vary- 
ing from 5 through 8 levels. It writes data on mag- 
netic tape compatible with IBM 727, 729 Mod 1, and 


Remington Rand computer formats. Other formats 
are also available 


Complete in itself, the system includes a 120 cps 
paper tape reader, a Potter magnetic tape handler, 
and necessary electronics. Price of the Model 1433 
begins at $26,500. Delivery is currently 120 days. 
More information can be obtained from your Tally 
engineering representative or by writing 


TALLY 


SEATTLE 


TALLY REGISTER CORPORATION 
1310 Mercer Street + Seattle, Washington 
MAin 4-0760 

OFFICES IN ALL MAJOR CITIES 


For More Information Circle No. 278 


See us at Wesoon Booth No. 2516 





Howcrd-made eut size papers 


A cunptete isting of Heward-made grades availzbie m 
St” x 17° of BS" x 14" — or in special sees when 
required 


ples of more information, call your Howard 


HOWARD PAPER MILLS 
Aon OHIO 


If you haven't got it... 


GET iT 


...a simplified guide 
to the great and grand 
selection of 


HOWARD CUT SIZES 


Choose from 1678 combina- 
tions of sizes, weights, colors, 
finishes—in bonds, ledgers, 
mimeo, duplicator, offset, cover, 
whiteprint, and multi-process. 


The FREE GUIDE helps you 
select in minutes, if not mo- 
ments, the right HOWARD- 
MADE Cut Sizes you need. 


Ask your printer, stationer, 
paper merchant, or write 


HOWARD PAPER MILLS 


Division of @st.Regis 
Dayton, Ohio 
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1961 Average Weekly Office Salaries __ . 
Preliminary figures from 16 of the 82 cities which the Dept. of 
Labor’s Bureau of Labor Statistics will survey this year. 

How Employee Training Can Be Made More Effective 


There is often too much difference between how employees are sanght 

to work in a company training class and how the work is actually 

done in the office. GRACE PAUL 
How to Teach Executives to Interview _. . 


A method of obtaining active participation by executive-trainees dein 
ing a course on interviewing techniques. ROBERT HopPpock 


Good News for Management: Controller Becomes a Reporter . __ . 
How the controller with initiative can produce the kind of reports 
that will prove vitally important to management. JOHN R. RECNY 

Finishing Parts Without Manufacturing Orders . . . 

Eliminating the use of manufacturing orders for the gichans of 
specially finished components reduces clerical costs. 
GEORGE CLAYTON FIELD 

How to Keep Employee Time, Cost and Job Records ..... _.. 

Several practical and economical systems, which are almost Sialevedl, 
indicate how and where employees spend their time. 
CaRL K. GIERINGER 

Short-Run Duplicating at American Airlines’ Maintenance Base_. 

Automatic Labeling System for Medium-Sized Mailings 

Integrated Order Processing From Entry Through Reporting . 

This system eliminated the keying operation, added automatic + wid 
metic functions and, as a by-product, gained fast, accurate reports for 
forecasting and analysis. RAYMOND DREYFACK 

Photoelectric Encoder 

High Speed Tape Punch, Reader; Carbon Paper for Optical Scanning 118 

Long-Range Data Transmission System 

Facsimile Transmission 

Tape Punch, Verifier 

Symptoms of the Accident-Prone Employee 

Mergenthaler’s 75th Anniversary 


THE OFFICE Product Index New Products 

New Books Literature from the Manufacturers ... 
Camera! 63 News of the Office 

Right or Wrong in Employee Relations News of the Industry .............. 
Automatic Systems 109 National mene: & Exhibit Calendar 215 


‘ CIRCULATION OF THIS ISSUE OVER 60,000 
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William Schulhof, Publisher 
William R. Schuthof, Editor 


James Gorman, Managing Editor 
* 
ADVERTISING OFFICES: 
New York: Office Publications, Inc., 232 Madison 
Ave., New York 16, N.Y. LExington 2-2245 
illinois & Wisconsin: Fred E. Zindier, 20 N. Wacker 
Drive, Chicago 6, Illinois. ANdover 3-2668 
Ohio, indiana, Michigan: Phelps Pratt, Orwell (Ash- 
tabula County), Ohio. Orwell 437-6353 
California: Douglas C. Lance, 562 Bellefontaine 
St., Pasadena, Calif. Murray 2-1464 
Western Europe: Heino E. Braumueller, Koppel 89 
Hamburg 1, Germany. 24 74 17 
Direct inquiries from other areas to 
New York office. 


That old desk of yours on its last * 
legs? Drawers stick? Splinters catch Subscriptions: one year $5; two years $7 to U.S. 


your clothes? Top warped? ... Hate & Possessions. Foreign: one year $6, two years $8 
50¢ a copy in the U.S., 75¢ a copy foreign. Back 


for visitors to see it? issues $1 each. When changing your mailing ad- 
dress, please give six weeks’ notice and provide 
Why fight it—when it’s so easy to both your old and new addresses, as well as your 


° ° title, company name and postal zone number. 
enjoy a smart new Bentson desk in a : + i 


t size veri j 
yPe, » top covering and color just THE OFFICE is published monthly, except semimonthly 


right for you! Modern styling, life- in Aug., by Office Publications, Inc., 232 Madison Ave., 
: ° New York 16, N. Y. LExington 2-2245. Cables: Wilhof, 
time construction and nearly 50 years’ | New York. Accepted as controlled circulation publication 

. — . at East Stroudsburg, Pa. Printed in U.S.A. @ Office 
pride of manufacture distinguish every Publications, Inc. Entire contents @ Copyright 1961. 


Office Publications, Inc. All Rights Reserved, Founded 
Bentson desk, table, and file. + ~ maaan taamcnmatinn sik: Same tee ee 


Don't be deskusted . . . life can be beau- Also publisheve of : 
tiful. See your Bentson dealer or write La OFICINA (Spanish language annual) 
today for our complete catalog. OFFICE EQUIPMENT EXPORTER (annual) 


The CANADIAN OFFICE (published monthly 
in Canada) 


Member of : 
NpPD National Business Publications, Inc. 
Business Publications Audit of Circulation, Inc. BS pax 


BENTSON MFG. CO. 


655 Highland Avenue, Aurora, Ill. 
For More Information Circle No. 269 
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Even infrequent mailers need a Phillipsburg Inserter 


A mailing deadline promptly met is a 
measure of your service—no matter how 
infrequent the mailing. You too can 
reach your customers at a moment’s 
notice, without disrupting your office or 
plant routine. Automatically and effi- 


Write for complete information on 
the mailing advantages and conven- 


iences of a Phillipsburg Inserter. 


ciently, the Phillipsburg gathers, nests, 
opens envelopes, inserts, seals envelopes, 
prints indicia, counts and stacks up to 
6,000 pieces per hour. An operation that 
can be run by a single unskilled person. 
Pays for itself within three to four years, 


ER PRODUCTS THROUGH IMAGINATION 


Bell & Howell Company 
PHILLIPSBURG INSERTERS 
14 East Jackson Boulevard 
Chicago 4, Illinois 9 § 61 
Available through Bell & Howell Canada, Ltd, 


For More Information Circle No, 261 
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The Ultimate 
in 
TELEPHONE 
CRADLES 


DELUXE 
No. 500 


PAT. PENDING 


RETAIL PRICE 


— : 
*2> each 


Available to 
wholesale stationers 
between Aug. 15-30. 


Designed for all telephone users, INCLUDING PERSONS 
WHOSE DISTANCE FROM EAR TO SHOULDER IS 
GREATER OR LESS THAN AVERAGE, attained by AD- 
JUSTMENT BAR (illustrated above) EXCLUSIVE with 
TELE-REST No. 500. Adjustable for right or left shoulder 
use. Fully cushioned with clean, long-lasting natural rub- 
ber. Fits all handset receivers in the U.S.A. Available in 
black and colors. Retail store dealers contact your jobber 
for quantity discounts. 


H. H. RENNEKER €0., INC. P.0. Box 9235, San Diego 9, Calif. 





For More Information Circle No. 342 
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e 
act PRODUCT INDEX 


This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT PAGE 


ACCOUNTING BOARDS 
Peg-N-Post 

Shaw-Walker 

ACCOUNTING MACHINES 


Addo-x 
Monroe 
National 
President 


ADDING MACHINES 


Addo-x 
Burroughs 
ee 


PRODUCT 


CARTS, TRUCKS 
Super Speed 


CASH REGISTER PARTS 
Cashere 


CASH REGISTERS 


CHAIRS 


CHECKWRITERS 
Wellon 


5 CHRISTMAS LETTERHEADS 


Dupli-Snap 


ADDRESSING EQUIPMENT 


Quik Stripper Jr. ........... 
Thermo-Fax 


BILLING MACHINE 
Computyper 


BINDERS 
Flex-!-File 
Bindafile 


BLUEPRINT FILES 


Scott-Rice ........ Bis 
BOOK HOLDER 


Playscript Procedure 


BUSINESS SHOW 


CALCULATORS 


Addo-x 

Bohn Contex . 
Totalia 

Victor 


CARBON PAPER 


Curtis-Young 
Plastisol 
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CLEANING CLOTH 


Masslinn 
Scotch 


COIN CHANGERS 


COIN CHANGERS, AUTOMATIC 
Standard 


COLLATORS 


Halverson 
Metromatic 
Rotomatic 


CONTROL BOARDS 


Boardmaster . 
Visual Magnetic ....... 


COPYHOLDERS 
Copy-Right 
Flash 

Rite-Line 


COPYING MACHINES 


Consecutor 

Copyflo . 

Copease Crusader .. 
Curtis-Young 
Ektalith 


PAGE 


PRODUCT 


Transcopy 

Verifax 

CORNER ROUNDERS 
Lassco 


DATA PROCESSING, Automatic 


Burroughs 

Business Electronics 
Computyper 

Hour Meter 
Kopy-Flo 
Mek-A-Punch 


DESK RACKS, TRAYS 
Kleradesk ...... 


DESKS 
Alpha 
Bentson 


DICTATING MACHINES 


Coronet 
Telefunken 
Time-Master 


DUPLICATING SUPPLIES 


Curtis-Young 
Sure-Rite 


DUPLICATORS, OFFSET 


.... 150, 151, 152 
Inner Back Cover 
87 


ENVELOPE OPENERS 
MailOpener 


72 ENVELOPES 


Photorapid 
Polymicro ... 
Speed-O-Print 
Starlet 


Epic Executive . 


ERASERS 
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New Teletype 
1000-speed tape units 


Here are two new units that offer the advantages of punched 
paper tape at 1000 words per minute—and combine traditional 
Teletype dependability with design simplicity and relatively low 
cost. Used together, the CX reader (left) and BRPE punch (right) 
are ideal for tape-to-tape communication of bulk message or sta- 
tistical traffic via the new Data-Phone service. The reader and 
punch may also be used individually for communicating data to 
or from computers, and other devices associated with data proc- 
essing, telemetering and similar communications functions. 


These high-speed units operate on a parallel-wire signal path, 
in either transistorized or vacuum tube circuits. For serial trans- 
mission over conventional voice channels, signals can be converted 
by external facilities. A pulse generator, adjustable through a full 
360 degrees, triggers the external signal storage and provides op- 
timum synchronization of intelligence transfer. 


Tape Reader—Will read chadless or fully perforated tape, in 
1lig”, 7%” or.1” tape widths. Includes a set of auxiliary timing con- 
tacts that operate simultaneously with the sensing pins and assure 
accurate synchronization with associated transmitting equipment. 
Dimensions: 5” high, 6” wide, 11” deep. Models available for read- 
ing 5, 6, 7, or 8 level codes. 
Tape Punch—Produces fully perforated tape. Equipped with 
“low tape” warning mechanism which can be wired to external 
alarms. Tape container designed for easy access. Dimensions: 12” 
high, 8” wide, 1614” deep. Available in two models—one for punch- 
ing standard 5-level communications code ('" tape); the other 
adjustable for punching 6, 7 or 8 level codes (74" or 1” tape). 
Teletype Corporation manufactures this equipment for the 
Bell System and others who require the utmost reliability from 
their data communications facilities. For free descriptive literature 
on the CX and BRPE units, write Teletype Corporation, Dept. 
37H, 5555 Touhy Avenue, Skokie, Illinois. 


rele TYP 


CORPORATION © sussiwiany of Western Electric Company wc 
For More Information Circle No. 262 
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FACIT, INC. 404 Park Ave. South, N.Y.C. 16 © 895 Stanton Rd. Burlingame, Calif. 
SOLD AND SERVICED IN 102 COUNTRIES 


For More Information Circle No. 374 
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PRODUCT 


FILES 


Alpha 
Atlas 
Bindafile 
Cole 


Spacefinder 
Super-Visible 
Tape-File ..... 
Trans-Shelf ..... 
Visi-Shelf 
Wassell 


FILING SUPPLIES 

Accogrip 

File-A-Sist 

Graffco 

Hol-Dex 

Smead ... AE iy DE 
Superior- Tabbies , 


FLOOR MATS 


FOLDING MACHINES 


Fold-O-Matic 
Meyer ...... 
Pitney- Bowes 


FORMS 

Flo-Rite et 
International 
Moocre 

Ready-Rite 
Stevenson & Smith 


FORMS HOLDERS 
Saunders 


FORMS REGISTERS 


Hamilton 
Nebraska 


HOLIDAY LETTERHEADS 


INSERTING MACHINES 
Phillipsburg .... 
Pitney-Bowes 


LABEL HOLDERS 
Hol-Dex 


LAMINATING MACHINES 
Thermo-Fax 


MACHINE TIMER 
Hour Meter ........ 


MACHINE WIRING PANELS 
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PRODUCT 


MAIL BAGS 
Security 


MAIL SCALES 
Pitney-Bowes 


MARGINAL PUNCHED CARDS 
Stevenson & Smith 


MICROFILM EQUIPMENT 


Polymicro 
eliant 


MOISTENERS 
No-Over-Flo 


NUMBERING MACHINES 
Roberts 


OFFSET E 


(Also see Duplicators, Offset) 


Mercury-Lith 
a. ee : 
Sparkle-Lith 8 
Speedy Mat ...... 
Thermo-Fax . fe 
Van Son Holland . 


54 
' PAGING SYSTEMS 
208 Autocall 


PAPER CUTTERS 


Challenge 
Triumph 


UIPMENT, SUPPLIES 


180 
163 
100 
102 
155 
176 
161 

21 
167 


182 
210 


PAPER HANDLING COMPOUND 


Perfe-Pick 
Sortkwik 


PAPER JOGGERS 
Syntron 


5 PAPER SHREDDERS 


Auto-Shred 
Destroyit ........ 
Shredmaster 


PAPER-TO-MAGNETIC TAPE 


PAPERS, COPYING 


Copymaker 
Curtis-Young 
Nekoosa Fax 
Thermocopy 


2 10s 5, 106, 
Thermo-Fax : 


211 
29 


PRODUCT 


PAPERS, DUPLICATING 


Curtis-Young 
Graphicopy ... 
Howard 
Mackinac 


PAPERS, HOLIDAY 


PAPERS, INDEX 
Parsons ‘ 
PAPERS, LEDGER 


Howard 
Nekoosa 
Parsons 


PAPERS, LETTERHEAD 


Hammermill Bond 
Howard Bond 
Lancaster Bond 
Mackinac Bond .. 
Nekoosa Bond ... 
Plover Bond ... 
Stan-Pak 

Triad Bond 


PAPERS, ONIONSKIN 


Mackinac ........ 
Millers Falls 
Nekoosa 

Waylite 


PAPERS, TRANSLUCENT 


Master-Lucent 
Patapar .... 


PARTITIONS 
Modern 


PAYABLE SYSTEMS 
Shaw-Walker 


PENCILS 
Venus Velvet .. 


PENCIL SHARPENERS 


PENS, BALLPOINT 
Handi-Pen 


mT oS rsterseeten 


PERFORATORS 


58 American 


202 
oe 
107, 108 
pes a 


PHOTOCOPIERS 
(See Copying Machines) 





PRODUCT 
PLASTIC, EXTRUDED 


RECORDS STORAGE BOXES 


REFRIGERATORS 
Astral 


SOUND CONTROL 


Acoustinet 
Soundtrol 


STAPLERS 
Heller 


STUDY COURSES 


Business Electronics 
Systemation 


PRODUCT PAGE 


TABULATING CARD PUNCH 
Mek-A-Punch 


TELEPHONE HOLDER 
Tele-Rest 

TELEPHONE NOISE CONTROL 
Hush-A-Phone 
TELETYPEWRITERS 

Teletype 

TEMPORARY HELP 

Manpower 


TYPE CLEANER 
Scotch 


TYPE COMPOSING MACHINE 
Headliner 


TYPING CARD HOLDER 
Palson 


PRODUCT PAGE 


TYPEWRITER PARTS, TOOLS 
Futuristic Galaxie 

Typewriter Sundries 
TYPEWRITERS, ELECTRIC 

Royal Outer Back Cover 
Scriptor Inner Front Cover 


TYPEWRITERS, PORTABLE 
Learnette 


TYPEWRITERS, STANDARD 


Dynacord 
Facit 
Olympia 


VISUAL AIDS 
Thermo-Fax 


XEROGRAPHIC EQUIPMENT 


" PEF 
Hivee 


“Would it help if we were to get you a lighter weight pencil?” 
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Here’s how you cut your copying costs as 
much as 50%. Cost of the first Verifax 
copy—including sheet of Magic Matrix— 
is less than 9'4¢. But each extra copy made 
from same Magic Matrix—and you get at 
least four—costs less than 1¢! And all these 
copies are dry, easy to read, complete! 
Get handy Copy-Cost Computer Set 
showing your savings with Magic Matrix 
and on-the-spot Verifax Copying. 
Price quoted is manufacturer’s suggested price and 
subject to change without notice. 


[erifax "Copying 


DOES MORE... COSTS LESS .. . MISSES NOTHING 


Kodak’s $99.50 Verifax Bantam Copier, Model A, 
makes 5 dry copies from one Magic Matrix in a minute. 


MAGICS MATRIX gives you the extra copies 
you need for less than 1’each! 


FREE — Mail coupon for 
Computer - : 


: aren 
Set to: ait | 


Eastman Kodak Company 213-8 
Business Photo Methods Division 
Rochester 4, N. Y. 

O Check if you have a Verifax Copier. 


Name 





Company 





Street 





City State 
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Clerks, accounting, class A 
Clerks, accounting, class B 
Clerks, order 

Clerks, payroll 
Office boys 














ting hine operators, class A .._... 
Tabulating-machine operators, class B ..... 
Tabulating-machine operators, class C .._... 


Women 


Billers, rnachine (billing machine) ~ ...... 
Billers, machine (bookkeeping machine) -.__.. 
Bookkeeping-machine operators, class A ..... 
Bookkeeping-machine operators, class 3 ... 
Clerks, accounting, class A iittala 
Clerks, accounting, class B 

Clerks, file, class A 
Clerks, file, clase B 
Clerks, order 
Clerks, payroll 
Comptometer operators 
Duplicating-machine operators _.. 
Keypunch operators 
Office girls 
Secretaries 
Stenographers, general 
Stenographers, technical 
Switchboard operators 
Switchboard operator-receptionists -......... 
Tabulating-machine operators, class A ..... 
Tabulating-machine operators, class B .—... 
Tabulating-machine operators, class C 
Transcribing-machine operators, general .... 
Typists, class A 
Typists, class B 












































$162.50 
85.50 
77.50 
87.50 
52.50 
97.50 
82.50 
63.00 




















VERAGE weekly earnings in 82 

major labor markets are being 
compiled by the Dept. of Labor’s Bu- 
reau of Labor Statistics. Preliminary 
figures for 16 of these cities appear 
above for some of the office occupa- 
tions surveyed. Information will be pro- 
vided on office jobs in a variety of 
manufacturing and nonmanufacturing 


14 


industries. Individual bulletins will be 
issued for each of the 82 areas and, 
wherever possible, separate data will 
be supplied for major industry groups. 
Summaries of work schedules, and 
supplementary wage benefits such as 
shift differentials, paid holidays and 
vacations; health, insurance and pension 
plans, will be included. Supplementary 
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OFFICE SALARIES 


$117.00 
99. 00 
105. 50 
110.00 
62.50 



































data is obtained biennially and collected 
in 42 areas this year. The bulletins may 
be purchased at regional offices of the 
Bureau of Labor Statistics at from 15c 
to 35c each. 

National Office Management Assn. 
announced publication of its Annual 
Clerical Salary Survey of firms in 147 
cities of the U.S. and Canada. This 
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indicates that 69% of U.S. offices 
maintain a basic 40-hour work week 
while 79% of Canadian offices work 
less than 40 hours. The survey also 
reported a decrease in unionization of 
clerical employees. In 1951, 9% of the 
offices reporting were partially or fully 
unionized. The percentage was 8.1 in 
1960 and 7.3 this year. 





How Employee Training Can 
Be Made More Effective 


GRACE PAUL 


NE OF THE STUDENTS in a 
O training class was reviewing her 
notes when a recently hired employee 
remarked, “I wouldn’t worry about all 
that. When you get assigned to a desk, 
they'll change everything.” 

Unfortunately this was true. The 
training program included not only 
orientation concerning the importance 
of the business, the firm’s history, 
accomplishments of its officers and 
directors, but also basic instructions 
concerning clerical methods. These in- 
structions showed exactly how the office 
administrator desired to have things 


done, but he had been unable to get 

employees to do things this way. 
New employees were forced to learn 

one method in class, and then another 


procedure later. Thus, they were 
harnessed with an unlearning process, 
and found lack of unity in the company 
at a time when it would have been better 
for them to have thought everything 
went smoothly. 

The discrepancy between what is 
taught in a training class and what is 
done in an office is all too common. 
Occasionally the instructor will say, 
“Do as I say, and not as you see others 
do.” This is easy to say, but a new 
employee’s work is invariably checked 
by a more experienced employee, and 
apparent unwillingness to conform will 
be a source of irritation. 

There are many advantages to be 


16 


gained from training programs, but 
some are apt to be offset unless there is 
a definite attempt to provide a program 
which shortens the unproductive period 
for new employees and makes experi- 
enced employees more valuable. 
A great deal of what goes into the 
initial training program would do more 
good in a booklet which could be read 
at leisure and shown to relatives and 
friends. 

Offices should begin a training pro- 
gram for new employees with a speech 
by a top executive. But if such a person 
would be annoyed when bothered by 
some unimportant problem, and if em- 
ployees wouldn’t dream of speaking to 
him until spoken to, his appearance 
before a group of new employees would 
be a farce. The welcome should be given 
by someone who is willing and ready 
to discuss the problems of fellow indi- 
viduals. 

If there are rules concerning tardi- 
ness, absenteeism and length of coffee 
breaks, etc., these should be reported 
to new employees at once. While still 
thrilled over getting the job, they are 
more cooperative and less disturbed by 
rules which might later be considered 
an infringement on their “rights.” Some 
contrary people do not like to abide 
by rules and the sooner they understand 
your regulations, the better. 

Orientation concerning the business 
should be given by an effective speaker 


For More information Circle No. 215 —» 





FOR DISTINGUISHED LETTERHEADS 


THE ARISTOCRAT OF BOND PAPERS 


For the discriminating buyer 
of bond papers there is noth- 
ing finer than glue-sized 
Lancaster Bond. It is made 
entirely from crisp, white, 
new cotton fibres, offering . 
brightness, beauty and en- 
during strength. 

Lancaster Bond is unsur- 
passed too, for its rich and 
uniform cockle finish. 


Available in four colors, 


jlue, cafe, gray, buff, 
bl fe, gray, buff 


plus w hite. 


LANCASTER BOND 


by Gilbert Paper Company, Menasha, Wisconsin 





FOR A WIDE VARIETY OF OTHER USES 


100% COTTON FIBRE CONTENT 


Wills... Deeds 


Permanent Records 


Lancaster Bond is also as “tough” 
as it is beautiful. In addition to 
letterheads and envelopes, use 
Lancaster Bond wherever there is 
a demand for a paper with long life 
and the ability to withstand con- 
tinued handling. Its 100% cotton 
fibre content assures you of a paper 
that can really take it and retain 
its crisp brilliance. This is Lancaster 
Bond, Hi-Fi white, cockle finish, 
sub. 20. 


ASK YOUR GILBERT PAPER MERCHANT 


Gilbert Paper Company, Menasha, Wisconsin 





who can make the new employees say, 
“I wish I could speak like that.” Instruc- 
tion concerning employee work methods 
should be given only if all the persons 
in the class will be doing the same type 
of work. The instructions must be 
absolutely accurate. Inaccurate infor- 
mation lowers employee morale and 
destroys confidence in supervisors. In- 
structors should use correct grammar, 
and spelling and grammar in printed 
instructions should be correct. 

The initial training may be given 
during the first few days on the job or 
it may be spread over several weeks. If 
an hour or so is devoted each week to 
training, lectures should be given to 
older employees before they are used 
for training new ones. This infrequent 
type of training should be even more 
interesting than lectures for employees 


who have been on the job only a few 
days. Employees are usually quite con- 
scientious and anxious to get their work 
done. If they must leave unfinished 
work to go to a training class, that 
lecture should be good enough to give 
a feeling of time well spent. 

Many people object to examinations 
in connection with training courses, but 
they are the most effective method of 
enabling instructors to evaluate the in- 
structions given. Unsigned examinations 
are often more satisfactory than those 
which will be graded. 

Instructors should check students who 
are less attentive after they learn that 
their names will not be shown on 
quizzes. They are likely to be the 
employees who will strive to do an 
exceptional job when they are being 
considered for promotion, but will get 








A WHOLE NEW WAY T0 CLEAN 


FLOORS ,WALLS and hand-dust too 


with Masslinn® 


SWEEPING TOOL 


* 
FIRE RETARDANT & CONTAINS A GERMICIDE 


~ Low in Cost and Easily Disposable 


FOR SAMPLES & INFORMATION WRITE 


CHICOPEE MILLS, INC., 47 WORTH ST., NEW YORK 13, N. Y. 


For More Information Circle No, 291 
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for a modern office... 


modern! 


Get smart, efficient offices 
OVERNIGHT when you 
select partitions by MOD- 
ERN! You'll like their good 
looks, their rugged perfor- 
mance, and their amazingly 
low price! 


Sales Representatives and Dealers 


Coast fo coast 


Write today for catalogs. 


i itt healieeen 
feameonon-s ma 
PARTITIONS INC 


EXPORT 2-2336 © HOLLAND, MICH. 
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by with the least possible work at other 
times. 

Evaluation of general characteristics 
is possible during the training period. 


| Persons who demonstrate outstanding 


conscientiousness or the willingness 


| to search out essential facts should be 


watched to see that these qualities are 
recognized and appreciated. If they find 
out later that it doesn’t pay to be con- 
scientious and work hard, they may 
become discouraged and leave. 
Training should consist of more than 
lectures and printed materials. If there 


| is a motion picture concerning your 
| organization, it should be shown as soon 
as possible to new employees. If there 


is space, older employees should be 
given an opportunity to see it again. 


| Never allow any motion picture to be 


shown to civic groups or on television 


| before employees have seen it. 


A wealth of motion pictures are avail- 


| able on many subjects, for use as back- 
| ground material on almost any industry. 


Some may be borrowed without cost, 


| others are available by paying trans- 
| portation one way from organizations 
| or other businesses. In choosing pictures, 


the employees’ educational backgrounds 


| should be considered: very technical 


pictures are apt to be uninteresting to 
employees who have not finished high 
school. If a popular educational movie 


| is chosen, the subject should be an- 
_ nounced ahead of time, and employees 
| who recall seeing it should be given an 
| opportunity to skip that session if they 
| desire. Projection slides prepared for 


the organization are effective and are of 
value in training, allowing repeated pre- 
sentation lectures. Some of the most 
effective training programs consist en- 


THe Orrice—August, 196] 








systems 
copies 


for as little as 2¢ 


COPYING 
MACHINES. 


..sand at amazing savings! 
No one business machine in the world 
does more jobs than the ‘“‘Thermo-Fax’’ 
Brand Copying Machine ... plus giving 
you WHITE copies, both standard and 
bond-weight. And so economical on 
every job, too! For example: 


Black on white, bond-weight System 
copies for as little as 2¢ a copy... 
Finished Paper Printing Plates in 30 
seconds for as little as 12¢ . 


COPYING MACHINES 


Mitenesora (fining ano 
PManvracrurine company 


WHERE OTSTARCH 15 THE EY TO TOMORROW 


THE TERM “THERMO-FAX" IS A REGISTERED 
TRADEMARK OF 3M COMPANY 


projection 
transparencies 


general 
copying 


Ready-to-project Transparencies 
for as little as 13¢... Many more 
money-saving jobs! 

Get the facts about the versatile 
“‘Thermo-Fax’’ Copying Machine—how 
it does more paperwork jobs . . . does 
them faster . . . for less cost than ever 
before! MAKE US PROVEIT... mail the 
coupon below today. See for yourself 
why the ‘‘Thermo-Fax’’Copying Machine 
is the most versatile business Machine 
in the business world. 


Minnesota Mining and Manufacturing Company 
Dept. DBY-61, St. Paul 6, Minnesota 


At no obligation, I'm interested in more information 
about a ‘“‘Thermo-Fax"' Copying Machine. 


| 
COMPANY 

ADDRESS ___ ee 
CITY = a | | as 


() Check if you now own a “Thermo-Fax"’ Copying 
Machine. 
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Buy the great new Venus Velvet... 


Venus’ 100th Anniversary Offer! To get this $7.50 
dictionary free, just buy 3 gross of the new Venus 
Velvet pencil from your stationer. 

That’s all you have to do. 

You'll get both the dictionary and the Venus pen- 
cils (in your choice of either No. 2, No. 224 or No. 3 
degrees) for the regular price of the pencils alone! 

We are making this unusual one-time offer to 
introduce you to the new Venus Velvet with amazing 
formula V-5 lead. 

What is formula V-5 lead? It’s thestrongest, most 
durable lead ever developed. It’s so strong that it can’t 


break while you’re writing. It stays sharp longer, 
keeps writing more legible, so there’s less chance for 
clerical errors. It reproduces clearly on office copying 
machines. And it comes in 5 degrees to handle every 
office writing need. 

This 1961 edition American College Dictionary by 
Random House has 1,472 pages containing 132,000 
definitions ...special sections on letterwriting, gram- 
mar, punctuation ...300 spot maps not found in other 
dictionaries. Its pages are thumb indexed, and bound 
in a sturdy 7”x10” buckram cover stamped in 23 
karat gold. 
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Bennett Cerf, Pres. of Random 

House, and famous TV panelist, : 

says: “IT think we’ve made this the : a aap : ae send the following spe Packages 

finest, most authoritative desk = jay price Se cee dee ee ee id ae i eee 
dictionary published in the U.S. Anniversary packages, No. 2 (Medium Soft) Anniversary 

“Compare it, feature by feature, packages, No, 2% (Firm) ——Anniversary packages, No. 3 (Hard) : 
with your old dictionary. I think : : 
you'll agree it’s a wonderful, neces- : COMPANY NAME 
sary addition to every office.” ADDRESS 
imited time only. This generous anniversary offer : city 
can be made for only a short time, so send the coupon onmamnie 
at right to your stationer today! : 
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tirely of audio-visual aids with tape 
recordings. 

Training programs should be kept as 
nearly uniform as possible. Additions 
and changes should be so infrequent 
that it is easy to inform all employees 
of the: additional information which is 
added to the course. An advanced 
training course requires more thought 
than an initial training program. It 
should be truly advanced. It is better to 
present material over the heads of em- 
ployees rather than have them waste 
time listening to something they know. 

Discussion of individual opinions is 
not considered as training. If your 
organization has a junior board to make 
policy, it may engage in discussion, but 
training should be positive with definite 
rules set down. Even though some 


decisions are based on judgment, train- 
ing time should not provide opportunity 
to discuss more than one correct way 
of doing something. 

Closely related to advanced training 
is internal public relations. The train- 
ing office should be in close contact with 
the public relations department, and any 
employee boards involved in decision- 
making. Employees are the first public 
to be considered in planning public 
relations programs. They should be in- 
formed first and given an opportunity 
to express opinions which might result 
in improvements. 

All advanced training should give the 
employee the feeling he is part of the 
organization. If research is being car- 
ried on which will result in methods 
changes, employees should know about 





An Autocall Coded Paging System locates key 
people in a hurry... puts them in quick contact 
with your operator, with you, with customers call- 
ing in. It saves everyone’s time, does its job 
without distraction . . . and all communications 
are confidential. 

Original cost is only a fraction of other type 
systems ... maintenance costs are negligible... 
and the new 800-Series Autocall centrals offer 
many money-saving uses and benefits beyond 
their communication function 


e 


fj : 
there is only one utoca 


PAGING SYSTEM 
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New illustrated paging bro- 
chure points out all your 
advantages in a clear, easy-to- 
understand manner. Write for 
your free copy now: The Auto- 
call Company, Shelby 3, Ohio 
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“by cutting filing costs with SPACEFINDERS! 


“Profit dollars” in your filing department? Yes! We can show you how 
to cut costs, improve filing operation and discover ‘‘profit dollars’ with 
Spacefinder Filing System. Write for brochure with the facts! 





SPACEFINDER CABINETS 


MONEY-SAVING SPACE- 
FINDER FILING SYSTEM 


... utilizes two unique files. These are welded cab- 

inet Spacefinders with retractable doors or open unit Laren: bed sennace phone pore he hm 
Spacefinders, where portable boxes ‘‘package’’ docu- 

ments—to produce maximum flexibility and versatility. 

Both accomplish a better job for less money. 


You can make proven savings in filing time, increase 
efficiency 45 to 50%. Savings in time and space are 
documented, photographed, and signed—proven in 
Spacefinder installation case histories — by filing 
managers of typical businesses. Here are examples: 


Leading Oil Company— doubled efficiency, 
pr, saved 40% space. 





P You can make savings like these! 
Data Processing Manufacturer— got copies of Write today for “Profit Dollars” 
engineering drawings to personnel five times brochure shown above — and find 


faster, used 50% less space. out how to cut costs on filing! 


- 

‘ere 

‘ae: Savings and Loan Association— increased 
se9 efficiency 50%, cut space required 40%. 
ae 
iad 


Insurance Company— Proven labor savings of 
30 to 35%; allowed large expansion in existing 
filing space. 


HOME OFFICE: 995 Market St., San Francisco 3 
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individually or a hundred at a time 
and stack, them up into a sotid wali of 


Record Files, mie | 
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this while it is still new. Any informa- 
tion which will be of interest to em- 


ployees, such as scientific advances, new | 


inventions, and well known persons 
served by the organization, should be 
passed on to the employees through 
either the training program, employee 
magazine, bulletin boards or other 
method of communication. 

Theorizing in regard to training is a 
waste of time. Announcements of per- 
sonnel policies which won't be adhered 
to exactly can do more harm than good. 
Training which employees consider a 
waste of time causes them to wonder if 
they are considered less intelligent than 
they really are. Training should defin- 
itely bring obvious improvements. If it 
does not, changes in the type of train- 
ing are indicated. 

The best source of suggestions as to 
what training is needed is the employee. 
Supervisors should be asked to make 
Suggestions and they, in turn, should 
solicit ideas from those they supervise. 
Good training will increase job satis- 
faction and improve human relations 
within your organization. 


—, 


“Feel free to take work home . . . 
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compact! 
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MP Jr. coin Changers 


Speed Customer Service... 


make every teller more efficient. Compact 
MP coin changers keep transaction areas 
neat—change close at hand. Precision made 
to operate smoothly. MP changers respond 
to fingertip pressure — fast! You'll be 
amazed by the improvement in customer 
relations when you install MP. 


Only MP Coin Changers... 


combine top quality features and low cost 
in the nation’s value leading, semi-auto- 
matic machine. 

@ All mechanisms fully enclosed 

@ $125 capacity—pennies thru half-dollars 
@ Removable top tray and inner storage box 
@ Lightweight construction 

@ Smart hammertone finish, decoratorcolors 


Parts and workmanship fully guaranteed. 

Only $69. See the complete line of MP 
Coin Changers at your dealer or 
write for full information today! 


METAL PRODUCTS ENGINEERING, INC. 
4000 Long Beach Avenue + Los Angeles 58, California 
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Your Stationer hen SORTKWIK or 
will stock it for you. Only 50c each, 
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How to Teach Executives 
To Interview 


ROBERT HOPPOCK, Professor of Education, New York University 


VERY EXECUTIVE has frequent 
E informal as well as formal inter- 
views—with superiors, subordinates and 
colleagues, customers, salesmen and 
suppliers, job applicants, shop stewards 
and grievance committees, lawyers, en- 
gineers, accountants and even tax col- 
lectors. He has appraisal interviews 
and counseling interviews, disciplinary 
interviews and exit interviews, work 
assignment interviews, interviews to get 
information and to give it, and inter- 
views in which he hopes to persuade 
others to do what he wants them to do. 


Many companies try to teach their 
present and future executives how to 
interview. The training usually includes 
role playing or practice interviewing. 
One member of the group interviews 
another while the remainder of the 
group observes the interview. The in- 
structor then delivers a critique of the 
interview with suggestions for im- 
provement. 

Frequently the class is invited to 
participate in the critique. Sometimes 
the class responds and a lively discus- 
sion ensues. Sometimes the class has 





12 th INTERNATIONAL 


OFFICE 


SicoB 


EQUIPMENT 
= 61 EXHIBITION 


16 COUNTRIES e 350 EXHIBITORS e 1000 MANUFACTURERS 





THE GREATEST SHOW 
IN THE OFFICE EQUIPMENT FIELD 











OFFICE ORGANIZATION, MAIL, SORTING AND FILING, 
REPRODUCTION, CALCULATING, ACCOUNTING, DATAPROCESSING 
TECHNIQUES SOUND RECORDING AND TRANSMISSION 


PARIS PALAIS DE LA DEFENSE 


France 13-22 OCTOBER 1961 
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“ what a pleasure it is 
to open one of your boxes” 


writes Mrs. Flora Moccia, Ecorse, Michigan, in an unsolicited letter 


SSSHSHSSHSSSHESESSSSSSSSSSSSSSSSESSSSSESSESESESEEESE 
Busy people like Mrs. Moccia open a Graphi- 
copy E-Z Paper Pak* Carton with an easy, quick 
pull. No broken nails. Then the handy E-Z Carry 
Pak* lifts out easily. And Graphicopy Papers 
are ready to run...right. Call your Hammermill 
supplier today. Hammermill Paper Co., Erie, Pa. 
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little to say. Why? Is this good or 
bad? What can be done to improve it? 

When the teacher assumes responsi- 
bility, most classes will let him have it. 
Most students participate actively only 
when they are given something specific 
to do. Executives have many other prob- 
lems to think about. If they are merely 
invited to observe an interview, they 
may find their minds drifting off to 


Waiting for the mail 


problems that are more pressing. 
There are advantages and disadvan- 
tages of the teacher carrying most of 
the load. He knows more than the class 
and he has more to give, but what he 
gives will do them no good unless they 
take it. The best critique in the world 
is of no help to the student who is not 
listening to it. Attention often can be 
improved and learning increased by 





promotes newspaper reading! 


The newspaper readers could be 
hard at work if the morning mail was 
opened and distributed earlier. Just think 
of all the time saved and work done—if 
you had a MailOpener. 

@ A MailOpener opens envelopes, any 
size or weight, far faster, neater and more 
efficiently than mail opening can be done 
by hand. Snips a hairline sliver off the 
edge of envelopes, leaves contents intact. 

e Three models of MailOpeners to fit 
your requirements; hand operated, or 
electric and automatic, for a little mail 
or a lot. 

e Ask the nearest Pitney-Bowes office 
for a demonstration, no obligation. Or 
send for free illustrated booklet. 

FREE: Send for handy desk or wall chart of 
latest postal rates, with parcel: post map 
and zone finder. 


Pitney-Bowes 
MAILOPENERS 


Pitney- Bowes, Inc. 
3464 Walnut Street, Stamford, Conn. 


++ Originator g the postage meter..« 
149 offices in U.S. and Canada. 
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giving students a more active part in 
the learning process. Role playing pro- 
vides such participation, but it leaves 
the audience idle. 


More active participation can be 
achieved by assigning each member of 
the audience responsibility for a differ- 
ent part of the critique, and rotating 
the assignments. The critiques by am- 
ateurs may lack the sophistication of 
the leader, who may wish to challenge 
or supplement some of them, but they 
bring a quality of reality to what some- 
times becomes a theoretical discussion. 
And they focus the attention of the 
audience on the interview, instead of 
on some other problem that is compet- 
ing for their attention. 


At New York University we have 
developed a set of Assignments for Ob- 
servers of Interviews which we use in 
training professional counselors. When 
we role play an interview in our course 
in occupations, each observer is given 
one of these assignments. The assign- 
ment directs his attention to a specific 
aspect of the interview, to one or more 
of the things that sometimes make the 
difference between an interview that 
gets results and one that fails. 

At the conclusion of the practice in- 
terview, each observer contributes his 
observations to the discussion. Most 
students are conscientious enough to do 
a job specifically assigned to them when 
they know that the class is depending 
on them to do it. Active audience 


participation is the usual result. The | 
students pay more attention to the inter- 


view and to the subsequent discussion. 
With better attention and more partici- 
pation they learn more. 


When the next interview starts, each 
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| Easier Filing 
| Higher Morale 
increased Efficiency 
[) Error Reduction 


nF A 


First and foremost in its 
field, Visi-Shelf is the only 
concept of filing, conceived 
and engineered specifically 
for the express purpose of 
shelf filing. 

Developed to meet the 
constant problem of 
crowded filing areas and 
overcrowded files, the 
Visi-Shelf filing system has 
solved these problems by 
making it possible to file 
“more than twice as many 
records in the same floor 
space” 


3 Series — 2 Widths 
(30” & 36”) — 4 Heights 
= 96 Filing Combinations 


Exclusive VS 
features include: 
Finger Tip Compressors 
© Positive locking 
@ Free movement 
© Fully adjustable 
Light weight patented Drop Doors 
Face mounted Reference Shelves 


Visi-Shelf File, Inc. Dept 8 

105 Chambers Street 

New York 7,N. Y. 

Please send catalog and complete details 
of the Visi-Shelf Filing System. 





observer gets a new assignment. As _ ing. The assignments thus serve as a 
assignments are rotated, each person simple “textbook” of interviewing and 
has his own attention concentrated on a check list which anyone may use to 
another important aspect of interview- appraise his own interviewing technique. 





ASSIGNMENTS FOR OBSERVERS OF INTERVIEWS 


1. How did the interviewer open the interview? How did he close it? 
What effect did his action at these points have on the other person? 


2. Did the interviewer structure the interview? Did he set any limits on 
what the other person might say or do? 


3. Was the interviewer flexible in changing his plans and behavior as the 
situation changed? 


4. Were these two persons trying to help each other, or were they opposing 
each other? Was either of them maneuvering for a favorable position? 


5. Was either of them on the defensive? Did either one try to put the other 
on the defensive? 


6. Did either one try to hold off the other, keep him at a distance, set up a 
barrier between them? 


7. What kind of relationship did the interviewer try to establish? Did the 
relationship improve or deteriorate during the interview? Did the atmosphere 
change at any point? Did it become more or less comfortable or strained? 
Why? 


8. What feelings could you detect in either person? What feelings were 
expressed in words, tone of voice, facial expression, physical actions, or 
any other way? 


9. Did each express himself freely? Did he seem to feel free to do so? 
Was he afraid to do so? Would you have felt free to express yourself in this 
interview? Why? Why not? Did the interviewer interrupt or cut off the other 
person at any time? Was this desirable or not? 


10. How often did the interviewer direct the course of the conversation? 
How often did he follow the lead of the other person? Count the responses 
that fall in each of these two categories. Ignore the responses which you 
cannot put in either category. Would you have been more or less directive? 


11. Did the interviewer really listen? Did he try to understand what the 
other person said, and how the other person felt? Was he impatiently waiting 
for the other person to stop talking so he could express himself? 


12. Did the interviewer express himself clearly? Did he use words that 
the other person might not understand? If so, was this necessary? Did he 
explain them? Did the other person comprehend what the interviewer said? 


13. Who did most of the talking? Try to keep an approximate record of 
the number of seconds and minutes that each one speaks. Would you have 
talked more, or less? 
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RETENTION AND PRESERVATION OF 
RECORDS WITH DESTRUCTION 
SCHEDULES. Record Controls, Inc., 209 
S. LaSalle St., Chicago 4, 46 pp., $5. 
This sixth edition has been greatly ex- 

panded to include a tabulation of over 300 
common papers found in a normal busi- 
ness office, with the retention time. It 
also discusses federal and state laws that 
affect records retention and gives steps 
for the organization of a records retention 
program. 


EMERGENCY DISPUTES: A NATIONAL 
LABOR POLICY PROBLEM. Industrial 
Relations Counselors, Inc., 1270 Avenue 
=} a Americas, New York 20, 41 pp., 

1.50. 


Attempts to clarify some basic problems 
in establishing a national labor policy, 
centering on emergency disputes. Defines 


Steel Compression Springs make the difference! 


SERIES 202 
ECONOMIZER 


SERIES 606 
EXPEDITER 


emergency disputes and presents a policy 
for dealing with them as a series of 
alternate proposals, including compulsory 
arbitration and government seizure. 


THE PROCESS OF MANAGEMENT: CON- 
CEPTS, BEHAVIOR, PRACTICE by Wil- 
liam H. Newman & Charles E. Summer Jr. 
Prentice-Hall, Inc., Englewood Cliffs, N. J., 
675 pp., $10.60. 

This basic introductory text is a help- 
ful reference work for case problems and 
discussions of management processes, and 
is valuable for managers of trainee pro- 
grams and executives who want help in 
solving problems in management. 
Achieves a balance between theory and 
case practice by stressing decision-making, 
and translating planning and organization 
into production. 


FITTING YOURSELF FOR BUSINESS by 
Elizabeth Gregg McGibbon. McGraw-Hill 
Book Co., 330 W. 42nd St., New York 36, 
403 pp., $5.50. 

A textbook for young men and women 
about to seek their first office job. 


FLEX YOUR FILES 
with ORCO 
FLEX-1-FILE! 


Manufactured to your exact specifica- 
tions at no extra cost. Fit any sheet. 
Meet any centering demands. Lies flat 
in use with everything readable in 
sheet margins. And insert or withdraw 
forms swiftly, simply, with no clerical 
time-lag! Direct-to-user selling policy 
allows unmatched economy . . . and 
practical flexibility for storage of all 
forms on rack or vault as those files 
eliminate costly folders and cartons. 
Now is the time to break the file bar- 
rier and ORCO is the weapon! Accom- 
modates any office need! Send sample 
forms for quotations. 


OFFICE RECORDS CO. 
P.O. BOX 347, SYRACUSE 1, N. Y. 


For More Information Circle No. 296 
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The Fastest and Easiest Way to 


DESTROY 
CONFIDENTIAL 


PAPERS 


The only sure way to keep confidential papers Absolutely Secret! \ UNREADABLE 
SHREDS 


You positively destroy confidential papers and records—quickly COME OUT HERE 
and easily—right in your own office with the new Shredmaster 

Bantam 10. 

Anyone can do it. Handsome and modern design, the Bantam 10 

fits your office decor. It’s clean and quiet in operation. 

Now at a new low price. (Other models of greater capacity avail- 

able.) 

FREE: Illustrated descriptive folder giving details of free 

trial. Just write today to: 


THE SHREDMASTER corporation 
Dept. A-8, 384 Woodcleft Avenue, Freeport, New York 


Since 1942—First and Foremost in Office Shredding Machines 
For More Information Circle No. 393 
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| D. 
BLACK & WHITE MICROFILM PRINTS 
Automaticaly with DOCUMAT Reader-Printer 


Now, you can have large size, black and white prints in seconds—even 
from poor quality microfilm that others can’t print—right in your own 
office. Just press a button when you want that copy right now! With a 
DOCUMAT Reader-Printer anyone can produce a ready-to-use copy that 
will not fade, crack or peel. Even while scanning the reel for the next 
print, an enlarged, neatly-framed copy is emerging. If you use microfilm, 
you need a DOCUMAT Reader-Printer. 


Check these DOCUMAT features: DOCUMA : ; 
¢ Anyone can operate a DOCUMAT. INC. 
* Prints cost only pennies. P . P 
© Cages aadtly Seamed end themed. Microfilm Cameras - Readers - Reader-Printers 
* Prints and processes automatically. 75 East 55th Street, New York 22, N.Y. 
* Combined operation insures security. 
- ve ee ee ee ee eee ee ee ee ee ee ee ee ee ee ee 
Accepts all standard film sizes. j DOCUMAT, INC., 75 E. 55th St., New York 22, N.Y. 
(0 Send me a DOCUMAT print of the enclosed film. 
FREE OFFER 1 (J | would like to see a demonstration of the 


. . . DOCUMAT Reader-Printer. 
Mail us your poorest quality micro- ! 0 Send additional information on the DOCUMAT 
film— something no one else could {| ~ Reader-Printer. 
print—and we'll send you a print that » NAME TITLE 
proves DOCUMAT succeeds where COMPANY 
others have failed. Check the coupon l eae 
for information or a demonstration. [| city ZONE STATE 


The new DOCUMAT Reader-Printer is distributed and serviced by the 7 
Charles Bruning Company, The Photostat Corporation and selected independent dealers 














For More Information Circle No. 270 
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How to be happy 


though mailine— 


We hired old folks, and teenagers 
after school — anybody who could 
fold, and stuff envelopes. Had to 
watch ’em like a hawk, to prevent 
foul-ups. Our stenos helped out, and 
hated it — got ’way behind in their 
own work. Took a week for the place 
to get back to normal after every 
mailing. Now a mailing is a one-girl 
affair. But that girl has a Pitney- 
Bowes folder-inserter working for her. 
Jeepers—it’s hard to believe one small 
machine could be such a big help! 


Pitney-Bowes Model 3300-FH can 
fold 500 single sheets, and stuff them 
into envelopes, in eight minutes. It’s 
a table model, takes little space. Set 
it without tools, in less than a minute. 
It can be operated by anybody. The 
inserter unit can be used by itself, 
or with any Pitney-Bowes folder. It 
costs little and soon pays for itself 
in even the small office. 

For mailing statements, price lists, 
bulletins, folders,cards,stapled sheets, 
even daily correspondence, you'll find 


Pitney-Bowes 
FOLDERS « INSERTERS 


Made by the originator of the postage meter... 149 offices in the 
U. S. and Canada, with nationwide service coast to coast. 


For More Information Circle No. 280 
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that the 3300-FH helps avoid work 
interruptions, diverting girls from 
their regular jobs, overtime, hiring 
temporary people, or the expense of 
outside mailings. And it makes it so 
much easier to schedule mailings, and 
get them out on time. The 3300-FH 
can be either leased or bought. 


The larger 3100 
Inserter, with 
postage meter, can 
stuff as many as six 
enclosures at once, 
then stamp and seal 
the envelopes at 
speeds up to 

6,000 an hour. 


Like a demonstration? Just call 
the nearest Pitney-Bowes office. Or 
send the coupon below. 


FREE: Handy desk or wall chart of 
latest postal rates, with parcel 
post map and zone finder. 


PITNEY-BOwEs, INC. 
3450 Crosby St., Stamford, Conn. 


ome) 


Send free Dillustrated booklet and “case 
studies” on PB Folding and Inserting 
Machines; C2 Postal Rate Chart. 





Name 





| Address___ 
ss 
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DICTATION PORTABILITY 




















All yours in one handsome, compact unit... the economical, new self-powered 
Telefunken“600” Portable Dictating Machine! Use it anywhere...anytime. Carries 
its own built-in, lifetime battery...complete with battery aoa A single 
microphone button controls every action... dictate, Dh 
backspace, playback, stop. Lightweight, easy-to-mail 

magnetic disc can be used over 10,000 times. Preci- 

sion-built for quality, value and dependability by the 

world-famous Telefunken Corporation. Test one soon! 


TELEFUNKEN 


“600” Portable Dictating Machine , 
For further information write: INTER-CONTINENTAL TRADING CORPORATION, 90 West St., New York 6, N.Y. 


For More Information Circle No. 233 
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The old idea that only a heavy paper is suitable 
for fine printing and duplicating is now out- 
moded. Olin has developed a new concept in 
papers, called Waylite. It’s a lightweight stock 
as opaque as many papers twice its weight, with 
extreme whiteness and great strength. Waylite 
is ideal for price lists, mailing pieces, product in- 


hrow away your old ide 


as about printing papers 


serts and sales bulletins. It can cut your postage 
in half, and reduce the bulk and weight of your 
printed material. And you can print on both 
sides of it. Ask your Olin fine paper merchant 
about Waylite offset duplicating paper, or write 
to us. Once you’ve seen Waylite, you'll be happy 
to discard your old ideas about printing papers. 


Gaye 
PACKAGING DIVISION Olin 


ECUSTA PAPER OPERATIONS, PISGAH FOREST, NORTH CAROLINA 


For More Information Circle No. 234 





The Boss Meets Plastisol F-100 


New Columbia Plastic Coated Copy Film 


OU'LL be enthusiastic, too, once aged in new patented Carbnpad—100 
you've seen new Plastisol F-100 copy sheets to the pad « Easier to use, easier 
film outwear and outperform even the to store—in every desk drawer « Try it! 


finest carbon papers! 

Plastisol F-100 outwears car- 
bon tissue by 3 to 5 times + Re- 
inks immediately * Produces 
permanent, smudge-free copy 
with complete uniformity « 
Doesn't dog-ear, tree, curl, 
wrinkle or pin hole ¢ Pack- 


FREE DEMONSTRATION — 
Write either Columbia Ribbon 
& Carbon Mfg. Co., Inc., 116 
Herb Hill Road, Glen Cove, 
N. Y. or Columbia Ribbon & 
Carbon Pacific, Inc., Duarte, 
Calif. No obligation, of course. 


For More Information Circle No. 254 


THE Orrice—August, 1961 





IF YOU'RE STILLUSING PEN AND INK BOOKKEEPING THIS MAY 
WELL BE THE MOST GENEROUS OFFER YOU'VE EVER READ— 


POST ACCOUNTS: 


that Monroe 


Machine Accounting will 

RECEIVABLE simplify your figuring 
processes, so certain that 
it will save you time and money, that we offer 

FREE a way to post your Accounts Receivable abso- 


—___._ lutely free for one whole month. 


The offer is 
FOR ONE MONTH =" 
Accept the 
use of a Monroe President Accounting Machine, all neces- 
sary forms, help in transferring balances from books and 
thorough instructions to your operator, all absolutely free 
for one whole month. There is no obligation if you are not 
convinced that the Monroe Accounting Machine is more than 
worth its cost. For full details on this unusual offer write: 
Accounting Machine Division, Dept. 5, Monroe Calculating 
Machine Co., Orange, N. J. 

Discover the growth and profit-ability that can be yours 
with Monroe Machine Accounting. Discover why thousands 
of successful businessmen all over America call the Monroe 
Accounting Machine “The Money Machine.” It saves valu- 
able time, saves money by lowering accounting costs .. . 
makes money by freeing capital to grow on. 











Sete 
zoent 
WABrt 


a 
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) 
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. Monroe Calculating Machine Company, Inc. Sales and service 
A DIVISION OF LITTON INDUSTRIES (A in principal cities everywhere. General Offices, Orange, N.J 


For More Information Circle No. 396 
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SPEED-O-PRINT 
Worhds Finest Photo--Copier 


COPIES EVERYTHING 
IN SIGHT...IN SECONDS 


Speed -O-7 Ninh corPoRATION 
1801 WEST LARCHMONT AVENUE, CHICAGO 13, ILL. 


Gentlemen 


1 want to know why the Speed-O-Print Photo-Copier is 
superior. Please send, without obligation, complete details, including 
a photo-copy of this request 





CORPORATION 
1801 WEST LARCHMONT AVENUE 
CHICAGO 13, ILL. 


7... 





Company 





Address 





City. 





For More Information Circle No. 289 
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original Mylar reinforced tabbing... 


for every indexing need 


a. 7 Oe 


Transparent... strong... easy to use. . 


adhere to any material. . 


- color-keyed ... 


. the first index tabbing ever reinforced 


with DuPont Mylar© —imitated but not matched 


Superior-Tabbies are the acetate, 
Mylar-reinforced tabs which adhere 
to any material, even acetate or 
Mylar sheets. Pressure-sensitive, they 
combine the maximum in index dur- 
ability and neatness vith time-saving 
easy attachment. 

Colorful, easy-to-read Superior- 
Tabbies are ideal for indexing 
manuals, catalogues, price lists and 
directories, as well as for on-the-spot 
use in all manner of indexing systems. 


Write for complete catalog 


SUPERIOR= 


showing colors available in each 
of these styles. 
* 








AVAILABLE IN 
A VARIETY OF STYLES 


INSERTABLES 
perfect-fit, completely transparent tabbing 
TAB PROTECTORS ; 


I ee ee 
for the most common indexing needs 
ee i scccww des kescs . 
special titles pre-printed for special needs 


.. for easy-to-do, make-your-own headings 





Pat. No. 2,893,144 


e 900 North Franklin Street, Chicago 10, Illinois 


For More Information Circle No. 395 
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. the strip zipped from a 
pack of ODIN® mimeo, dupli- 
cator or bond finish paper. 
“Zip” and the pack’s a re- 
usable pouch — saving paper, 
space, new wrap. Samples: 
Bergstrom, Neenah, Wis. 





OFFICE PRINTING PAPER 


0D! N! MIMES FINISH 


8%X11 SUB 20 ONE REAM 


@a—— TO OPEN PULL TAB 


For More Information Circle No. 239 
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Newest way to quality duplicating! That’s the ATF 1015. 
Only ATF—the world leader in professional offset equip- 
ment—could design it. 1015 is the ideal office duplicator. It 
goes steps beyond the others. Take positive sheet control, for 
instance ; seven grippers secure each sheet through the entire 
duplicating cycle. Also expect and get: radically simplified 


ae, te operating controls, speeds up to 7,200 IPH, smart styling, 
Se all-around economy. Take a closer look—write today for the 


DUPLI CATO full-color brochure on the new 1015. Address: American Type 
Founders, Dept A, 200 Elmora Avenue, Elizabeth, N. J. 


For More Information Circle No. 430 


Business peat Division 





. * 
7 


The. wogds. : 


* 


are full of . 


dictating » 
ts 


werratetlie§. but there’s only one 


* 
* 


a, CORONET 


* ee" ee 


Try it. Prove to yourself it has what you 
want in a dictating machine—for effortless 
dictation...in the office and in the field. Call 
the nearest Comptometer office for a dem- 
onstration. See the Yellow Pages or write: 


COMPTOMETER 


CORPORATION 
5600 Jarvis Avenue, Chicago 48, Illinois 


BUSINESS MACHINES + BUSINESS FORMS + GOLF EQUIPMENT 
COMMUNICATION EQUIPMENT ¢ ELECTRONIC PRODUCTS 
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WHY PAY HIGH WAGES 


to attach label holders when 
you stick ‘em on yourself. 


HOL-DEX gives you a perma- 
nent self-adhesive label holder that 
is guaranteed for the life of the fix- 


ture. 


Just pressure of the 
finger and its on. 


Special latex cloth adhesive with 
patented miniature vacuum cups 
assures permanency over the 
years. 


Seamless tube of heavy trans- 
parent plastic keeps labels con- 
stantly visible and dirt free. 


+ 


BOOST morale - enjoy good housekeeping in your stockroom and 
office by labeling with HOL-DEX. 

Standard 6-inch lengths in % - %- %- 1& 2° widths. Lengths up to 
36 inches available. Stock colors: Clear, Green, Blue, Red, Lemon 


Sample and literature available upon request. YOU'LL FIND MANY 
MONEY-SAVING WAYS TO USE HOL-DEX. 


CEL-U-DEX. CORPORATION New Windsor, Newburgh, New York 


For More Information Circle No. 394 
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PLES 
BUSINESS 


and YOU can get it! 


acting as a dealer for Inter- 
national Business Forms. When 
you do business with Inter- 
national, yuu are assured of: 


QUALITY PRINTING and perfect colla- 
tion thanks to the most modern high speed 
ROTARY EQUIPMENT. 


COMPETITIVE PRICES, assuring you of 
your share of this profitable business. 


GENEROUS DEALER DISCOUNTS make 
the selling of International’s one-time carbon 
forms a worthwhile addition to your sales. 


PROMPT SHIPMENT—AS PROMISED. 
We have long prided ourselves on meeting 
delivery schedules. You can depend on our 
delivery promises. 


EASY-TO-USE LIST—FAST QUOTES. 
Our price list is designed to make it easy to 
figure your own prices or, if you prefer, our 
Quotation Department will handle your price 
requests within 24 hours. 


NO DIRECT SELLING. We sell only 
through our dealers, never direct. You are 
protected! 


REMEMBER - - - 

We want to do business with 
you, and we sell through © 
DEALERS ONLY 

Try us! We are sure we can 
satisfy’ you and your cus- 
tomers 


1600 E. 26th St. e 


MORE and MORE BUSINESS 
FIRMS are using time saving 
snap-aparts and continuous 
forms. Even small companies 
have found. that they save 
valuable clerical time and so, 
why don’t YOU - - - 


GET YOUR SHARE OF THIS 
BUSINESS with—NO INVESJ- 
MENT IN EQUIPMENT — NO 
INVENTORY OR PRODUC- 
TION PROBLEMS— 


Write today for complete informa- 
tion on this profitable line. 
WRITE NEW DEALER DEPT. | 


INTERNATIONAL BUSINESS FORMS 
> —, — 4 


INCORPORATED 


Little Rock, Ark. 
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your complete line 
money-makers: 


itemizing cash registers 
adding machines e safes 


Here is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg- 
isters and adding ma- 
chines means: PROFITS, 
PROFITS and_ more 
PROFITS! 
Fascinating, jet-aged 
models meet every de- 
mand of today’s and to- 
morrow’s _ business-build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 

Send today for informa- 
tion and literature. 


Move fast — it’s profit- 


able! 


It's low-priced! It's profitable! 
Mail the coupon. Mail it today. 
Mail it NOW! 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 
Please rush more information on the complete line of REGNA 
cash registers, REGNA adding machines, Joeli fireproof safes, 
and outline advantages of becoming an independent Regna 
Joeli Dealer. 


JOELI fireproof safes, of 
revolutionary new design, 
sweep the world with fan- 
tastic sales success. Several 
sizes and modeds available. 


In Canada: Regna Cash Registers of 
Canada Ltd. CITY 
704 Notre Dame St. W.Montreal, Que. 
OUTSIDE CONTINENTAL U.S.: 
Jorgen S. Lien, Box 522, Bergen, Norway ZONE 


For More Information Circle No. 266 


ADDRESS 


THe Orrice—August, 1961 





New 50-Station Collator pays for itself in a year! 


No empty claim! 94 recent installations prove it over and over 
again! Manhours saved, overtime eliminated pay the way for 
Thomas’ new Rotomatic. This, together with other performance- 
proved facts, turns the assembling of duplicated sheets into sets 
from a time-eater to a profitable worksaver. In versatility, speed, 
accuracy and compactness, none can compare, You’re your own 
best judge — write for more information. 


e Accurately collates, counts and staggers 25,000 sheets per hour 
. Stitches at a slightly lower rate. Occupies only 17% square 
feet of floor space. 


Exclusive pushbutton programmer permits different collating 
jobs to be run at the same time. 


Loads in less than 7 minutes ... no vacuum systems or fans to 
adjust, no need to compensate for weights or finishes of stock. 


Handles sheet sizes from 7%” x 8” to 11” x 14” in almost every 
weight and finish. Foolproof miss and double detector stops 
machine instantly, preventing errors in finished sets. 


We THOMAS COLLATOR INDUSTRIES, INC, 


A subsidiary of Thomas Collators Inc. 
ets. pert. B4, 100 CHURCH STREET, NEW YORK 7, N, Y. 


For More Information Circle No. 252 





ANNOUNCING the NEW 


HEADLINER 


model 840 


. featuring 
The ‘EXPOSURMINDER’ =f 
Both paper and film (35mm) & 
can be used in this 
machine. The 'Expo- 


‘Heads’ by 
Model 840, 
Text by 


surminder’ permits oy : ; Model 610. 


changes from one to 

the other with a 

minimal of adjust- 

ment despite the Cutting Costs 
difference in exposure ’ | Is Our Business 
requirements between the two. 


VISUALS, HEADINGS, DISPLAYS, CHARTS 


You can have a limitless supply and variety of ‘headline’ type for 

your layouts, mechanicals, signs, labels, etc., plus transparencies for 

’ projection or silk screen work. Simply dial your copy. In less than ninety 

seconds a smudge-proof, micro-sharp print will emerge, ready for use. Type 

fonts are changed like phonograph discs ...and never wear out. Hundreds 
of different styles of type ranging up to 84 points in size. 


The HEADLINER machine is tewagtecetecee seers 


completely automatic. The process SUBSIDIARY OF ADDRESSOGRAPH - MULTIGRAPH CORPORATION 
: 7 . 720 FRELINGHUYSEN AVENUE * NEWARK 12, NEW JERSEY 
is photographic with all develop- 


ing, washing and fixing self con- lease send HEADLINER Book H-81. 
tained and automatic. No dark-room 

or trays needed. Your office girl 

operates it at her office desk. 


For More Information Circle No. 350 








COoOPrPYyY MAKE R® 
ga New Economical White Payee 


Reais a 





for use on Thermo-Fax Machines 
You’ve never seen anything like it! 
You get clearer, heavy-weight copies— 
black or brown—less curl, less crease. 
Superior contrast, non-glare and 
non-transparent. Will accept more 
handling—will endure prolonged exposure 
to heat and has better file life .. . all this 


and it costs less. For free demonstration write 


OLD TOWN CORPORATION 


750 Pacific Street Brooklyn 38, N. Y. 





AVAILABLE THROUGH BETTER STATIONERS EVERYWHERE 


For More Information Circle No. 225 
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One of these two compact, smartly styled EMBEE FOLDERS is designed to meet your needs. 


See for yourself how an 
EMBEE FOLDER 


saves time, space, money! 


Next time you have a big folding job, try out a compact, handsome EMBEE FOLDER. 
In that way you can see for yourself the greater speed, efficiency and cost-cutting 
economy of EMBEE FOLDERS. 

One EMBEE FOLDER can actually do the work of more’than 14 people when it 
comes to folding. It will handle 12,000 82” x 11” sheets an hour! And with simple 


attachments, your EMBEE can slit, score or perforate...while it folds. Speed is varia- 
ble, feed is automatic, folded sheets are neatly stacked for you. Choose any fold you 
want...the EMBEE gives you four basic ones with infinite variations. 

EMBEE FOLDERS pay for themselves many times over in time and money saved. 
Call us today. Let us demonstrate [ 
: Ee a l Please have representative contact me to ar- 
EMBEE efficiency. Consult the “Yellow | range a free demonstration of the EMBEE | 


Pages” for our office nearest you or re- 7 FOLDER. 


turn the coupon. | NAME 


DAVIDSON CORPORATION ! . 
: ie ah | Company 
Subsidiary of 
Mergenthaler Linotype Company | : 
29 Ryerson Street l Addevt ek Oe 


Brooklyn 5, N.Y. 











For More Information Circle No. 226 
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MASTERPIECE 





from the 
Dupli-Mail... 
line of 
addressing 
labels 


Here’s one masterpiece that gathers no dust. Companies every- 
where keep Dupli-Snap labels busy speeding their mailings effi- 
ciently. No special equipment needed, and you get up to six copies 
of your mailing list with a single typing. 

Dupli-Snap labels are the carbon-interleaved member of the 
“Dupli-Mail” line . . . a growing family of gummed addressing 
labels designed to meet every modern requirement at low cost. 

Remember, labels are the key to economy and efficiency in 
mailings. Find out what the “Dupli-Mail” label system can do for 
your firm. See your stationer today, or write to Eureka for samples. 


PO EUREKA SPECIALTY PRINTING CO. 
evesus 


BOX 149, SCRANTON 1, PA. 


@ T. M. REG, U, S. PAT. OFF. & CANADA 
For More Information Circle No. 267 


~ 
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demonstrated: versatility, reliability and performance. That’s what “addo-x” offers 
in adding machines, automatic multipliers, printing calculators, shuttle carriage, book- 
keeping and special purpose machines. We'll demonstrate to you too, that “addo-x”" has 
the machine to suit both your budget and your requirements—no obligation to you, of 
course. See your dealer or write: “addo-x inc”, 300 Park Ave, NY 22, N Y—PIl 5-5420 


[—pronounced: add-oh-ex—] 


For More Information Circle No. 237 
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MODERN 
COMMUNICATIONS 
ARE A 

PART OF 

OUR WAY 

OF LIFE 


size Nekoosa Papers are 


packaged a 


r easy withdrawal o 
ream wrap provides moisture 


arrier for maximum protection 


You can depend on modern communications actions. Nekoosa Communication Papers lie 
to safeguard your travels... just as you can flat, never curl or wrinkle... assuring 
always depend on Nekoosa Communication fast, trouble-free runs on today’s high-speed 


Papers to facilitate your daily business trans- presses and office equipment. 


Streamline your office communication... 


Hehoose. COMMU NIGATI 


Nekoosa Bond « Nekoosa Mimeo + Nekoosa Ledger * Nekoosa Duplicator « Nekoosa Manifold « Nekoosa Offset 
Nekoosa Opaque « Nekoosa Fantasy * Nekoosa Fax « Nekoose Master-Lucent * and companion ARDOR Papers 


° 


NEKOOSA-EDWAROS PAPER COMPANY . Port Edwards, Wisconsin 
MiLLS AT PORT EOWARDS ANDO NEKOOSA WISCONSIN AND POTSDAM, NEW Yor 


For More Information Circle No. 228 
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FEDERATION OF 
HANDICAPPED | H 


Although this man is severely crippled by 
cerebral palsy, he has proved to be a first 
rate assembler and packager at the Feder- 
ation’s lettershop. 


One of the most remarkable and worth- 
while training grounds for office em- 
ployees is the Federation of the Handi- 
capped, New York, which runs a com- 
mercial lettershop. Here, the handicapped 
are taught to use equipment for microfilm- 
ing, duplicating, tying, typing, adding and 
addressing. At left, Richard Gillan, dis- 
abled by polio since childhood, teaches a 
handicapped girl to operate an electric 
typewriter. Although she spent her first 
ten years in a hospital, this girl now is 
a fully trained secretary, wife and mother. 


This girl has arrested tuberculosis, but it 
doesn’t prevent her from working a full 
day in the shop’s duplicating department. 

(See following pages.) 











Handless girl is the fastest assembler and 
inserter in the lettershop of the Federa- 
tion of the Handicapped. 


ie Antonio became the most rapid typist 
Training the that the lettershop ever had, despite the 
fact that he was only three feet high and 

used a special chair. 


Handicapped as 


Office Workers 


Switchboard operation is easy for this 
man, although his hands are painfully 
arthritic. He has trained many other 
handicapped people to operate switch- 
beards. 


This man was retrained as a bookkeeper, 
in spite of Parkinson’s disease. He oper- 
ates an adding machine with his one good 
hand. 





Wearing leg braces and using crutches, 
this young lady was trained to the point 
where her productivity enabled her to get 
a good job in a Wall Street office. 


Gardner Macy has headed the commercial 
lettershop for 15 years. He props one 
hand with the other to lift a sheet of 
paper from his file basket and has wholly 
crippled legs, yet is an efficient executive. 


Head bookkeeper and }/ 


payroll clerk of the 
Federation uses the 
telephone and _ oper- 
ates an adding ma- 
chine with efficiency, 
in spite of a disabling 
condition which be- 
gan with polio in 
childhood. 


i 
ti 


One of the fastest workers in the com- 
mercial lettershop of the Federation of 
the Handicapped is now in his sixties and 
has used crutches all his life. 





Railroad’s Data 
Transmission System 








A fast transmission and reproduction sys- 

tem has been developed for the Denver 

& Rio Grande Western Railroad to speed 

freight information. Shown above at the 

Denver Yards, an A. B. Dick Video- 

graph transmission unit (right) scans way- 

bills and sends information to one or all 

of seven printing units (left), located at 

key points, which make facsimile copies. Mines Mountain microwave repeater sta- 
Each Videograph pair sends and prints tion at 12,470 ft. is part of the railroad’s 
ten waybill copies per minute. information transmission system. 


D&RGW officials H. W. Bushacher, director of data processing (left), A. M. Rivero, 
manager of computer operations (right), and T. L. Hutton, systems analyst, inspect 
Datafile of Burroughs 220 data processing system, which contains current information 
on thousands of freight cars, enabling the railroad to locate any car in less than 
one minute. 





This simple display window attracted 
much attention at Tiffany & Co., Fifth 
Avenue, New York. As the focal point, 
a Bostitch B8R stapler (retailing at $3.30) 
shared the spotlight with three Tiffany 
gold necklaces costing $985. The unique 
window, created by Tiffany’s display 
director Gene Moore, utilized stapled 
chains of paper links to suggest the design 
of the necklaces. 


A perfectly legal safecrack- 
ing job is demonstrated by 
Adam Hager, Mosler Safe 
Co.. expert, who .showed 
Gary, Ind., merchants and 
police how easy it is to open 
many safes. This one he 
punched through in_ less 
than a minute. The dem- 
onstration was part of a 
store security clinic, the first 
in a series to be held by 
Mosler throughout the 
country. 





The new 26-story office building of 
Phoenix-Rheinrohr AG in _ Dusseldorf, 
West Germany, has been called one of 
the most monumental in Europe. 


Steel Featured 


In New German 


Skyscraper 


Nearly 1260 office employees from seven 
different plants of Phoenix-Rheinrohr AG 
in the Rhine and Ruhr areas of West 
Germany work in the 26-story office build- 
ing in Dusseldorf. This new central office 
building was planned according to Amer- 
ican standards by U. S. management con- 
sultants. Its height is very tall by Ger- 
man standards. All departments and 
representatives of employees contributed 


Floors and ceilings provide unlimited electrical outlets for machines installed through- 


out the building. 
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Typical floorplan shows practicality of design, with service core at the center of the 
central tower, offices at either end, and more offices in two counter-balanced wings. 


to the final layout. The theory of many 
private offices versus open areas was de- 
bated. While the open area has gained 
favor in American offices, it is still un- 
usual in Europe on a large scale, so 
Phoenix-Rheinrohr decided to keep private 
offices for many of its supervisors and 
executives. Approximately 83 sq. ft. per 
person is average for the building. Mov- 
able partitions are used _ extensively. 
Floors provide additional electrical outlets 
as machines are added throughout the 
building. Although not as widely used 
in Europe as here, steel office furniture is 
utilized in this building since the company 
is one of the largest steel manufacturers 
in Europe. Suspended and _ open-shelt 
systems are found in central filing, but 
even this huge building is not able to hold 


all its files and records. Outside records 
centers in less populated areas are used, 
and microfilming has been adopted. 

The only windows on either end are 
those which light the recessed hallways, 
while the sides are almost entirely glass. 
The building consists of a 26-story cen- 
tral tower with offices at each end of the 
service core, and 23-story wings on each 
side. Offices occupy 23 floors and the top 
three floors of the tower house mechanical 
equipment. Teletype _ facilities occupy 
the second floor; bookkeeping is on the 
tenth floor; sales and accounting are on 
the ninth; research is on the 14th; coun- 
sel, treasurer and public relations are on 
the 15th; executive dining room is on the 
22nd floor and the employee cafeteria is 
on the 23rd. 


Steel office furniture was used throughout the building, since Phoenix-Rheinrohr is 


one of the largest steel producers in Europe. 
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An IBM 1401 at Statistical Tabulating Corp., Chicago, produced an itemized tax 
statement for each of 234,000 taxpayers in DuPage County, Ill., to show how their 


tax money is spent. 








Lou Nierenberg Corp., world’s largest 
manufacturer of synthetic furs, uses five 
Blonder-Tongue closed circuit television 
cameras to monitor 87% of its operations. 
Here camera (top left) monitors one of 
the work areas. 
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in the 
conference room, where the firm’s three 
partners can hold meetings, talk to buyers, 
and watch operations on the six floors 
which the plant occupies. 


There are five receivers located 
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Since when can you 
buy a $995° copier with 
wm olUrs}amy olU]ace)ammmere) alge) ig 





The new Phetek “Expediter 10” puts all the clean-handling 


since now | convenience ot higher price photocopiers within easy reach 


Flip over 


for exciting news of 
the most automated, 
economy photocopier 
in business 

This card brings 

you a FREE TRIAL at 
your convenience. 


Mail it now! 


of every office, every department. So easy to operate you — 
scarcely need to lift a finger to put it in action! 














PHOTEK, INC. 











P.O. Box 1553 








Providence 1, R. |. 











(Is this the most automated 
$99.50 copier you can buy?) 


yes! i 


The Photek “Expediter 10” is ready 
for copying at the push of a button 


A CINCH TO ACTIVATE! 


Plug it in... press the button... and 
the Expediter 10 is ready to roll. There’s 
no mixing, measuring or messing with 
developers at any time. A flick of the 
finger secures the machine 'til you’re 
ready to use it again. 


A FAST, VERSATILE WORKER! 


The Expediter 10 keeps copies moving 
...ends “paper jams” at copying centers. 
Anyone can use it to copy anything any- 
where! You get perfect, permanent cop- 
ies of letters, memos, reports, anything 
typed, penned, penciled, stamped or 
drawn in any color. 


PORTABLE AS A POCKET! 


Pick it up, walk it to whoever needs it 
next... take it home for overnight or 
weekend work . . . give it to a girl for 
inter-departmental delivery. The com- 
pact Expediter 10 travels light and easy 
. . « plugs into any wall or floor outlet. 


BEAUTY ON A BUDGET! 


As easy on the eyes as it is on your 
pocketbook. The smart styling and hand- 
some appearance of the Expediter 10 
make it a welcome addition to any office 
decor. Color-compatible plastic case and 
durable metal base make it easy to main- 
tain, too. 


SEE IT IN ACTION... MAIL THIS CARD NOW! 


If it's worth 
We want a closer look at the Expediter 10! POPORENG. 
repeat it with 


Please contact us to arrange a FREE DEMONSTRATION at 
0 . PHOTEK 


our convenience without further obligation. 


() Please send us additional information on the Expediter 10. 
NAME ‘ TITLE 
COMPANY 

ADDRESS 


CITY ZONE STATE 





LAGOMARSINO-FAI 


Viale Umbria 36 Milano (Italy) 
TOTALIA AND NUMERIA 
The most complete line of 
printing calculators and 
adding machines available 
to dealers 


coast-to-coast sales and. service 


Ames Supply Company 


spare parts available from the 


Distributing Centers in U.S.A. 
NEW YORK, Check Writer Co., 565 Broadway 


CHICAGO, Import Office Machine Co., 7444 N. 
Harlem Ave. 

SAN FRANCISCO, Northwest Lagomarsino, 639 
Howard St 

LOS ANGELES, Wholesale Business Machines, 
7515 Beverly Bivd. 

HOUSTON, Adding Machines Distributing Co., 
2201 Caroline St. 


DALLAS, Wholesale Office Machines Co., 2000 

North Lamar St. 

regio KY., Import Business Machines 
1503 Bardstown Road. 

PUERTO RICO distributor: SAN JUAN, Real 

Hermanos Inc., Calle Tanca 2 

CANADA distributor: TORONTO, Nauta Bros., 

3615 Danforth Ave. 
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Del on 
Onion Skin 
Nakes a big 
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The Millers Falls label on onion skin 


Ae 


is your best assurance of value 
in a light weight paper. 
Strong and clean with smooth and cockle 
finishes, Millers Falis Onion Skin 
takes a clear, readable impression 
through a dozen carbon copies. 


MILLERS 
FALLS 


MILLERS FALLS PAPER COMPANY «+ MILLERS FALLS, MASS. 


For More Information Circle No. 227 
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a: Se ee a 
Good News for Management: 


Controller Becomes a Reporter 
i ee 


JOHN R. RECNY, Controller, Davey Compressor Co., Kent, Ohio 


HAT CAN MANAGEMENT ex- 
pect of the controller in the 

area of furnishing essential reports? 
The controller is not a policy-maker 
in such an area as percentage of allow- 
able sales expense. What may seem 
like excessive expense may be justified 
by management’s long-range objectives. 
But it is the controller’s responsibil- 
ity to provide the type of reports which 
permit management to intelligently ex- 
ercise its judgment. In this function 
the controller should be “creative.” 

Policy-making management cannot 
be expected to be “experts” in judging 
what is possible and practical in data 
processing. This is the specialty of the 
controller. In a sense, he should be 
a “news editor.” He has at his com- 
mand all the sources of “news” and 
knows how to reduce a mass of data 
to quickly understandable reports. 

Just as a news editor uses the trial- 
and-error method to please and serve 
his readers, so should the controller 
in carrying out his reporting responsi- 
bilities to management. Nor should he 
wait to be asked by management. He 
should show initiative and, by the reac- 
tion of management, decide whether to 
eliminate a reporting service or extend 
it to more expansive form. 
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My analogy of comparing account- 
ing to journalism may be inspired by 
a flash report we place on management 
desks each morning. It shows our 
cash position as of the close of the day 
before. It also gives a beginning bal- 
ance on accounts receivables with bill- 
ings, collections and the new balance. 
Similarly an accounts payable report 
shows the beginning balance: invoices 
vouchered and paid, with an ending 
balance. 

Backlog is also reported with orders 
received and cancelled, less billings of 
the day—resulting in current backlog. 
Likewise, purchase commitments are 
analyzed: purchase orders released, 
cancellations and purchase orders filled. 
The result, of course, is a current pur- 
chase commitment. 

This is all confined to an 8%” by 
11” sheet. This “Davey Compressor 
Morning Gazette” is an illustration of 
what we mean by initiative in the con- 
troller’s office. Our management did 
not ask for this report; they cannot be 
expected to realize such a daily report 
is feasible. One thing we do know: 
it is popular with Davey management. 
If it is a half-hour late, our phones 
begin to ring. 

A professional friend ribs me that 
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The controller’s daily report which 
of Davey Compressor Co. 





controllers make much of what is 
essentially simple. He says that all we 
have to do is be sure, we take in more 
than we spend; put some away for fixed 
expenses and to replace equipment 
when it wears out. I tell him that 
one day we'll trade jobs. He can sit 
in my office and I'll try my hand at 
surgery! 

Actually, of course, he is touching on 
a fundamental. The principles of ac- 
counting have not changed in years. 
What has changed is the complexity of 
operations; the need of management 
for up-to-the-minute data to keep 
abreast of this complexity. 

Our company is a case in point. We 
manufacture and market a line of com- 
pressors in a wide variety of sizes, 
models and capacities. In addition, we 


market drill rigs for water well drilling, 


coal work, quarrying, etc. We also 
produce mobile machine shops designed 
to customer necds. Some of our prod- 
ucts are shelf items but much of our 
manufacturing is special order or adap- 
tation of regular models. The over- 
all result is an impressive line of prod- 
ucts. 

It is the controller’s job to reduce 
the mass of transactions that constitute 
this complexity to “headline” reports 

. with the additional ability to fur- 
nish more detail—if what management 
reads causes concern. This requires 
systems. During my career I have 
been associated with several sophisti- 
cated data processing systems. Given 
the same problems of volume and com- 
plexity which demanded such systems, 
I would want the same facilities. But 
these were not for medium-sized op- 
erations. They were too costly and re- 
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quired manpower skilled beyond the 
ability of our size of organization. 
This need not deter the controller of 
a modest sized organization from fur- 
nishing management with essential 
guides. There is office equipment to fit 
any sized operation. We use several, 
simple (yet accurate and fast) systems 
which permit us to do an adequate job 
of reporting. They even permit us to 
be creative and offer new services for 
management’s consideration. I will 
briefly explain one as an_ illustration. 
Let’s select payables for a couple of 
reasons: (1) our application is interest- 
ing and indicative of several others we 
use; (2) payables is frequently treated 
as an “orphan.” Too often it is thought 
all that is necessary is not to miss dis- 
counts and meet invoices with reason- 
able promptness. Actually, payables 





The tabulating punch prints, accumulates 
and summarizes while it punches values 
into cards. It will also automatically read, 
print, tabulate and summarize marginally 
sorted cards. 





Sorting records in preparation for the tab- 
ulation of an administrative report. 


are the heart of expense control. Not 
only do they affect inventory; they can 
adversely influence production by im- 
balance of inventory and minimize the 
efficiency of working capital. 

We use a General Records Poster 
manufactured by Royal McBee. In 
one writing we post to the invoice reg- 
ister, the remittance statement of the 
voucher check and a Keysort card, 
later used for expense distribution. 

We accumulatively create a remit- 
tance statement as invoices are re- 
ceived, and are ready to complete the 
check and mail it to the vendor when 
payment is due. The voucher check- 
remittance statement is furnished in 
triplicate. The second copy is filed by 
check number in the check register 
binder. The triplicate is filed with paid 
invoices by vendor. We average 50 in- 
voice registers monthly, with each 
register bearing 36 postings. 
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Keysort cards for expense distribu- 
tion are marginally grooved for date 
and page number, and by expense ac- 
count number. Too many expense re- 
ports carry accounts too broad in cov- 
erage. For instance travel, in which 
all such expense is lumped under one 
account—instead of being detailed by 
sales, administration, production, pro- 
motion, etc. The marginal sorting abil- 
ity of our expense distribution cards 
allows simple setting up of additional 
accounts. The additional accounts do 
not add to processing time. 

A tabulating punch, operated by a 
simple ten-key keyboard, internally 
punches values (dollars), prints the de- 
tail on a tape, accumulates and sum- 
marizes at will. Later, when the cards 
are marginally sorted to accounts, the 
punch automatically reads the values; 
again prints detail, accumulates and 
summarizes. The punch rents for 
$85 a month. 

We have several other contributing 
systems which make our “daily pa- 
per,” and other significant management 
reports, possible. In essence our re- 
ceivables are handled as above, with 
sales analysis as a by-product. 

Sales managers do not wait for man- 
agement to suggest new markets or new 
products. Sales management tells top 
management what it thinks the com- 
pany should do. The sales manager 
doesn’t always win his case, but he 
functions as the nature of his job de- 
mands. The controller should antici- 
pate what reports management needs. 
What it does with those reports is the 
responsibility of management. The 
means exist for every controller of any 
sized business to do this job. 
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Finishing Parts Without 
Manufacturing Orders 


ANUFACTURING ORDERS in 

large factories are generally con- 
sidered indispensable. An economy 
was achieved in a midwest plant by 
eliminating manufacturing orders for 
about 3500 commercial parts. It was 
customary for the stores department to 
have the purchasing department issue 
purchase orders to vendors for screws, 
nuts, washers and other purchased 
parts. In addition to procuring these 
parts, it was necessary to provide an 
applied finish or heat treatment when 
the drawings or part specifications 


‘ 


GEORGE CLAYTON FIELD 


called for it. To do this it was neces- 
sary to ask the routing department for 
manufacturing orders. The routing de- 
partment had to maintain routing cards 
and hectograph masters to be selected 
from file upon receipt of order re- 
quests. To provide finishes for the 
parts it was necessary to go through 
the entire order processing which in- 
cluded marking the hecto masters with 
lot order numbers, quantities, duplica- 
tion of copies, scheduling, editing and 
making out work-in-process tags. The 
orders were sent to the shop depart- 
ments in much the same manner as 


for fabricated parts, with the exception 
of obtaining the material from the re- 


Fig. 1. Traveling Requisition. 
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Fig. 2. Routing Data Sheet. 


ceiving department instead of requisi- 
tioning it from the stockroom. 

The new plan provided a way to 
route incoming parts from receiving to 
finishing departments and then to the 
proper stockroom, without manufac- 
turing orders. This was done by prop- 
erly marking the traveling requisition 
(Fig. 1} which went from the stores 
to the purchasing department and back, 
to inform them of the need for pur- 
chasing and give them the specifications 
of the part. As an auxiliary of the 
ledger card it provided description of 
the part, vendors’ names, stock lot num- 
ber, quantity required, when wanted 
and the departments to which it should 
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be delivered when received. By in- 
cluding the finishing departments, in the 
proper sequence, as well as the stock- 
room, the purchasing department typed 
it on the bottom of the purchase order, 
a copy of which was always sent to the 
receiving department, giving them the 
necessary routing information which 
was typed on the receiving report tag 
when the material came in. 

The work came into the finishing de- 
partment with the receiving report 
which took the place of a work-in-proc- 
ess tag. The shop consulted the rout- 
ing data in lieu of a manufacturing or- 
der. Routing data was maintained in 
each finishing department by the rout- 
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ing department (Fig. 2). If such data 
became too lengthy, it was run as a 
regular order the same as fabricated 
parts. The routing data told the shop 
what finish to apply, the size of the 
loads, the measured hours and set up 
time. 

To fully understand this procedure, 
suppose that the stock on a ceriain 
screw, part 11-1617, is getting low. The 
ledger clerk decides to order a lot and 
removes the traveling requisition from 
its pocket on the ledger card. On it 
are all specifications. On the ledger 
card, he enters the amount, date and 
lot number of the order (and also on 
the traveling requisition) and sends the 
requisition to purchasing. 

Purchasing sorts the requisitions by 
vendor’s name. Typist types the pur- 
chase order from the data on the 
traveling requisition. At the bottom 


of the order the finishing departments 
are included, in their proper sequence 
(Fig. 3). 

A copy of this purchase order is filed 
in the receiving department. When the 
screws are received, the purchase order 
is selected from file and a receiving re- 
port is typed (Fig. 4). The screws are 
inspected and sent to the finishing de- 
partment. When the finishing depart- 
ment receives the screws and receiving 
report tag, the routing data (Fig. 2) is 
consulted and the shop office clerk 
merely copies, “Cad Pl per A50-286-7, 
15000A7, 81B,” which means 15,000 
parts are to be cadmium plated. The 
“A” signifies measurement is by area, 
“7” is a key number for rate of pay- 
ment per barrel load, and 81B signifies 
horizontal cadmium plating barrei. The 
costs are maintained by the cost ac- 
counting department from their copy 
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.— 50 000 11-1617 Flat head steel machine screws 
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Fig. 3. Purchase Order. 
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Fig. 4. Receiving Report. 


of the routing data for the stores de- $32,000 a year for this company. The 


partment use. After the screws are cost of maintenance is practically the 
plated they go to the stockroom, and same for routing data as it is fer rout- 
the receiving report goes to the stores ing cards, and the receiving repu:t has 
department as a credit to inventory. to be typed anyway. The only extra 
The transaction is completed. cost is transcribing finishing data from 

The elimination of manufacturing or- routing data cards to the receiving re- 
ders is estimated to save approximately port tag for each order. 








Sales Award Trips May Be Taxable Income 


There may be rough going ahead for one of the most favorite sales promo- 
tional devices—free trips to meetings at which some business is conducted but 
which invariably are held at resort type locations. These trips may or may not 
be with wives. In any event their distinguishing characteristic is that they are 
for salesmen, distributors or others who have met certain performance goals. 

The trouble stems from the fact that the Internal Revenue Service is taking 
the position that the value of such trips represents compensation which is taxable 
as ordinary income to the recipients. This means, of course, that since the 
recipient would have to make an out-of-pocket cash outlay for taxes whenever 
he accepts such a trip, the desirability of such a reward may substantially decrease. 
—W. K. Wallace Tax Letter (A free copy is available from Washington Publica- 
tions, 444 Madison Ave., New York 22.) 
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CARL K. GIERINGER, President, Cincinnati Time Recorder Co., Cincinnati 


N MASS PRODUCTION operations 
I it is necessary to know time spent 
by each employee on a particular op- 
eration as the product passes along the 


line. In job shops it is required to 
know how employees divide their time 
on a single job. Where incentive plans 
are in operation, standards must be 
compared with actual time for pay pur- 
poses as well as cost analysis of in- 
dividual parts. 

Attendance and job timeclocks have 
been developed for these purposes. The 
attendance time recorder is required as 
input data for deriving payroll and 
meeting requirements of the wage hour 
division, from original time cards. In 
making distribution of payroll costs to 
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unit costs, the job clock is necessary. 
Employee’s job time breakdown is 
audited against the total time spent at 
work. This provides that all time paid 
for is 100% distributed to the proper 
accounts. In essence, this is balancing 
the employee’s time purchased against 
the employee’s time sold. 

Several systems provide all the neces- 
sary information for this balancing. One 
is the Cb M (Cost by Man) method in 
which daily posting of employee’s time 
can be distributed or charged to each 
job on which he worked. A card (Fig. 
1) is issued to the worker and he en- 
ters all information on it as indicated. 
There is no prior card preparation by 
the clerical staff. Time on and off for 
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Fig. 1. Cost by man. 


each job is clocked on a job time re- 
corder. Registrations started at the bot- 
tom of the card provide direct subtrac- 
tion of time. 

At the end of the day, the completed 
Cb M card is turned over to the super- 
visor. Total time on the card must bal- 
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ance for the time paid as indicated on 
the attendance in and out time card. 
All time must be accounted for: wait- 
ing time, downtime, time allotted to 
union duties, etc. Each of these is as- 
signed a standard job number and con- 
trol is effective in flagging supervisory 
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management for action to improve effi- 
ciency when it becomes obvious that 
too much time has been taken on a job. 

Another system is the C b J (Cost by 
Job) where labor time or charge is 
made against a specific job. The job 
cost card (Fig. 2) is made up in advance 
by the scheduling or production con- 
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trol department. This card identifies 
the job and may accompany it through 
the shop. Each employee who works 
on the job signs his name or clock 
number on the card together with the 
time registration on and off the job. 
This system is applied where it is neces- 
sary to have a complete summation of 
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is 


time spent on a job as soon as each 
job is completed. The record allows a 
study of total time spent on a particu- 
lar job. Daily posting is not provided 
since a job may be in the shop longer 
than a day. This system works best in 
100% job shops such as auto or ap- 
pliance repairing, painting, printing or 
general service. It does not lend itself 
to the control of nonproductive time. 

In some applications, the job card 
can provide space for identification of 
the operation to be done on the job. 
Then the job card becomes a routing 
card as well. 


Another method is the Cb M/J/D 
system (Cost by Man, per Job or per 
Day). A separate card (Fig. 3) is used 
by the employee to register his starting 
and stopping time on each different job 
that he works on. Nonproductive time 
is also registered. If the job lasts be- 
yond quitting time, a new card is used 
the next morning for registering time. 
This system is used where machine sort- 
ing of cards is available. Cards are 
sorted daily for either labor distribution 
of employee time or labor distribution 
applicable to specific jobs. This system 
sometimes requires pre-preparation of 
cards and may have disadvantages at- 
tendant to preparation and physical dis- 
tribution of the cards. However, it is 
quite flexible and effective for control- 
ling labor time in production and can 
be applied to all types of operations. 
Nonproductive time is entered on a sep- 
arate job ticket. 
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The latter system is also effective 
when individual incentive payments are 
made to employees. The job ticket car- 
ries information indicating standard 
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Fig. 4. Payroll attendance 


scrapped, standard and incentive rates. 
From a single card, both the cost of 
the part and payment due employees 
are calculated. 

A variation is the PaCbM J (Pay- 
roll attendance and Cost by Man and 
Job system). A perforated daily job 
ticket (Fig. 4) is used. As each job 
is completed, the perforated sections 
go to the supervisor. This provides a 
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and cost by man and job. 


continuous flow of time tickets into the 
costing department where labor can be 
distributed against both employees and 
jobs. The same ticket provides registra- 
tions for in and out attendance payroll 
time, made on the job time recorder. 
All these systems are practical and 
low in cost. They offer management 
an almost foolproof way to know how 
and where employee time is spent. 
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Muskegon 15, Michigan 


Everywhere 
Consult Yellow Pages 


Now, small- and medium-size offices 
can effect the economies of mechanized 
accounting without buying machines or 
employing specialized operators. 

Shaw-Walker simplified plans save 
up to 66% of time, eliminate trans- 
cription errors, and keep all records up- 
to-date and in balance, because: — 


ONE writing posts all records 
ONE simple proof proves all records 


Best News: — Our simplified plans cost 
little more than you now pay for forms. 


To Learn How you will save up to 66% 
(it only takes 10 minutes), call your 
Shaw-Walkerman or write Shaw- 
Walker, Muskegon 15, Michigan. 


LARGEST EXCLUSIVE MAKERS OF OFFICE EQUIPMENT AND SYSTEMS 





Short-Run Duplicating 


At American Airlines’ 


Maintenance Base 


HE 29-ACRE American Airlines’ 
maintenance base at Tulsa, Okla., 
has speeded internal communications 
and cut production time in half on its 
voluminous short-run duplication jobs 
with a Davidson Dav-A-Matic dupli- 
cator which handles over 30% of the 
duplicating department’s workload. 
American’s main maintenance base and 
engineering center employs over 4200 
engineers, technicians and office work- 
ers for preventive maintenance, repair 
work and experimental projects. Con- 
tinuous production of hundreds of in- 
dividualized printing runs, as well as oc- 
casional fast production of runs in the 
thousands, requires fast changeover 
from one run to the other. The types 
of work that may need duplicating in 
a given day include engineering draw- 
ings, interplant bulletins, correspond- 
ence, departmental reports, aircraft log 
sheets, sketches and training material. 
The offset duplicator permits a rapid 
change of master plates without stop- 
ping the machine. Operator can switch 
from the production of engineering 
drawings to departmental reports in- 
stantly. j 
The material to be reproduced orig- 
inates in individual departments in a 
form dependent upon the nature of the 
material. For example, for illustrated 
material, xerographic plate reproduc- 
tion is.used. An order form accom- 
panies the original material to the 
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J. K. Schladale (left), manager of office 
services, and F. L. Scott who operates the 
Dav-A-Matic offset duplicator at American 
Airlines’ Tulsa maintenance base. 


duplicating department, indicating the 
department of origin, number of orig- 
inals, amount of run, paper weight and 
color, and date of receipt. This allows 
management to account for the time in 
the duplicating department and to re- 
cord jobs against the originating source. 
At the end of each month, it pro- 
vides a total accomplishment account 
for the duplicating department. 

Each job is tailored to the require- 
ments of the originating department. 
With sheet sizes from 14” x 11%” to 
3” by 5” acceptable, and the offset 
machine’s ability to handle paper 
stocks of from 13 to 110-lbs. with a 
printing area 13%” x 10%” for plate 
size, all short-run jobs are easily proc- 
essed. Over 250 paper masters run 
through this one machine daily. At 
completion of a run, the used plate is 
ejected into the paper receiving tray 
where it serves as a separator between 
jobs. According to J. K. Schladale, 
manager of office services, the system 
has given the company the flexibility 
it needed, cut short-run production 
time by 50% and reduced overtime. 
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Automatic Labeling System 
For Medium-Sized Mailings 


ECHANIZATION of small or 
medium-sized mailing has _pre- 
sented a problem to management be- 
cause of the gap between the maximum 
number of pieces easily mailed by hand 
and the minimum number which could 
economically be handled by machines. 
International Business Machines Corp., 
at its Endicott, N. Y., plant, has 
bridged this gap with a system which 
combines punched card addressing with 
automatic labeling. As few as 25 pieces 
can be processed economically, yet 
mailings of many thousands are 
handled equally well. 
Punched cards have been used for 
several years at Endicott to maintain 
mailing lists and to address labels for 


large mailings, particularly the twice- 
a-month distribution of 10,000 copies 
of IBM Endicott News, a house organ 
mailed to employees’ homes. Continu- 


ous, gummed address labels printed on 
an accounting machine were sent to the 
mailing department to be either hand- 
affixed or applied by machine, depend- 
ing on the quantity. 

Last September IBM installed a 
Eureka Mail Aid Applicator to affix 
labels to any size envelope, including 
those of irregular thickness. The sim- 
plicity and flexibility of this machine 
resulted in its use for very small mail- 
ings—as few as 20 or 25 pieces with 
greater efficiency than could be gained 
with hand application. Even on the 
10,000 copies, substantial time savings 
are reported. Whereas three men re- 
quired five hours twice each month in 
the past, two men now do the same 
job m three hours. 

The Mail Aid Applicator, a product 
of Eureka Specialty Printing Co., Scran- 
ton, Pa., automatically feeds envelopes, 


Labels are addressed on an 
accounting machine from 
lists maintained on punched 
cards. 
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Easiest calculator tape in the world to read 


New Victor Automatic Printing Calculator 


Victor’s exclusive true symbols are 
familiar since childhood, instantly 
understood. No “‘code”’ to learn. You see 
each step of a problem as you would write 
it. Checking is faster, easier, accurate. 
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Made in Americ: 


Easy to use as an adding machine 


No special training needed! With 


ust one simple keyboard, Victor’s ' , : 0-8! 
Magic Motor Bar and Simpla-Key Pennant nar hemeeed 
andle all transactions. Automatic cS "os 


Constant. Total Transfer. Credit Please send four-color brochure on your new 
Balance. Victor Automatic Printing Calculator. 


VICTOR 


business machines 
Victor Adding Machine Co., Chicago 18, Illinois 
Victor Adding Machine Co., (Canada) Ltd., Galt, Ont. 
For More Information Circle No. 258 
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USE A 
“GALS Le e 
FROM Pal 
MANPOWER" 

AS 

TEMPORARY 


VACATION 
REPLACEMENTS 


Call us for 

typists * stenos * IBM operators 

file clerks and general office workers 
Manpower Gals stay on Manpower’s payroll while they work in your office. Use 
them to keep your work current a day, a week, or longer. 
We pay all salaries, taxes, and insurance — keep all payroll records. 


Manpower Gals are known for their ability to step into your office and start work 
immediately. 


manpower, inc. 


The World’s Largest Temporary Help Service. Over 
200 offices in the U. S., Canada, Mexico and Europe. 


For More Information Circle No. 222 
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moistens and affixes labels: at up to 
13,000 per hour, depending on the size 
of the envelopes. The unit has a split 
separator which permits handling un- 
evenly stuffed envelopes or those with 
bulky enclosures. It can use gummed 
labels of standard size in rolls, 33-label 
sheets or in strips from tabulator forms. 
Horizontal perforation lines of the 
Mail Aid labels have two diamond- 
shaped holes for pick-up by the ap- 
plicator. After application of labels, 
mailing pieces are stacked automati- 
cally. The machine can be set up in 
one to two minutes for any run, and 
rapidly changed for a different size. 
Two knobs, a small dial and two slid- 
ing guides for envelope position, are 
the only adjustments needed. 

Once machine is set up and operat- 
ing, Operator may walk away to answer 


Eureka Mail Aid Applicator automatically 
feeds envelopes and affixes labels at up 
to 13,000 an hour. s 


a telephone or take care of other jobs 
without fear of trouble. An electroni- 
cally synchronized feed prevents mail- 
ing pieces going through without labels. 
Labels will not run unless the supply 
of mail is feeding. The compact unit 
is 38” x 50” including stacker, and 
only 16” high. Following are the prin- 


The gummed labels come in continuous form for machine writing. 
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expanding 
products— 
they 
protect 
your 
important 
papers 
and 

wear 

a long, 
long 

time 


EXPANDING FILES 


WALLETS 


FILE POCKETS 


Smead expanding products 


expanding files for at-desk filing and sorting; expanding 


wallets to protect store important records; file 
pockets to accommodate bul records, to make a 
neater file 

Special reinforced construc ¢ ires long-lasting 
protection for office records: two-ply index tabs and 
gussets, scuff-proof, moisture- and soil- 
Many styles 
to meet your exact need. Ask 
and many other Smead I — 
Sme: id] M: inufacturing Co 


Ack for ceed 


FILING ESSENTIALS 
For More Information Circle No. 281 
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dividers, cloth 


resistant finishes one sure 


Stings, Minn 


serve many office needs: 


cipal mailings handled: 

1. The IBM Endicott News circu- 
lation of 10,000 twice a month. 

2. Daily mailings to the branch 
offices. A set of 250 large envelopes 
is run each day and miscellaneous cor- 
respondence from the Endicott depart- 
ments is accumulated in them. 

3. Several once-a-year mailings, such 
as purchasing department material to 
vendors, Quarter Century Club mem- 
bership communications, etc. 

4. “Endicott Today,” a daily sheet 
distributed throughout the plant for bul- 
letin board posting, plus 60 or 70 
copies going outside the plant. Includ- 
ing set-up time, outside copies take 
four minutes to address, against ten to 
15 minutes by hand. 

5. Internal management bulletins of 
from one to 20 pages, labeled directly 
on the back for distribution to depart- 
ment heads. 

6. A small distribution, two or three 
times a week, of newspaper clippings 
to functional heads in the plant. 

7. A number of smaller mailings at 
irregular intervals. 

In all, between 30,000 and 35,000 
pieces a month are addressed. For an 
office which handles some 3000 Ibs. of 
first class mail each day, this may not 
seem like much, but mechanization of 
even 20 or 25 pieces has brought sig- 
nificant time and labor savings. 

Eleven mailing lists of varying sizes 
are maintained for regular distribution, 
and several times that number of lists 
are handled for departments at Endi- 
cott, more and more of which are re- 
sorting to this type of addressing. In- 
experienced personnel can operate the 
machine after brief instructions. 
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$4.90 is cost of 100-ft. roll of 16mm Recordak 


microfilm including processing (also available without processing charges). 


A microfilm copy costs you next to nothing! 
(less than 1/20 of a cent film cost to reproduce a letter on Recordak Microfilm) 


Atsuch a price, it costs far less to microfilm 
a record than to have your secretary file it 

. or transcribe even a few items on it! 

Cost-conscious executives have been 
quick to see the economy of REcoRDAK 
Microfilming . . . quick to apply it to bill- 
ing and other record-keeping routines. 
For a real surprise, ask about the savings 
and speed it makes possible in your type 
of business! A complete line of Recordak 
equipment is available—including the new 


SRECORDPK* 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming 
—now in its 34th year 


IN CANADA contact Recordak of Canada Ltd., Toronto 


REcoRDAK RELIANT 500 
Microfilmer. 


MAIL COUPON TODAY 
RECORDAK CORPORATION 
415 Madison Avenue, New York 17, N. Y. 

Send folder describing REcorpAK RELIANT 
500 Microfilmer. 


Name 


Position 


GG-8 


Company 
Street 


City 


For More Information Circle No. ¢ 
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AN IDEAL PAIR 
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For More Information Circle No. 380 
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PRIMA 20 


234.” 


Check your typing and figure work requirements. 


This compact combination handles business cor- 
respondence and figure work. Write or cail your 


Underwood representative for a demonstration. 


* Manufacturer's suggested price: STUDIO, $119.560-+ taxes, PRIMA, $115.00+ taxes 


For More Information Circle No. 380 
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2 COSTS 30% LESS 





THAN SEPARATE 
gee Bal VACUUM FRAME & 
, .ARC LAMP UNITS! 





FLIP 
Close the glass frame. 
Pull the release knob 
and flip the vacuum 
frame over. 











EXPOSE 


Set the timer. Automat- 
ically controlled carbon 
arc lamp is built into the 
base with the reflector. 








PLATE MAKER 


Not only do you save on the initial — oa | an 
cost of a flip-top unit . . . the set up 
cost is substantially reduced: no parti- 
tions, curtains, or exhaust systems be- seinen tee 
cause the light from its powerful arc 
lamp is contained within the cabinet. 
Save on floor space; flip-top units oc- 
cupy a space only a few inches larger 
than the actual plate size. Save time — 
these simple to operate units can be teen tne 
controlled from one position by one 
operator. 

Hundreds of leading photo lithog- MODEL FT-40 
raphers and photo engravers know, 
there is no easier or faster way to make 
perfect plates. MODEL FT-52 


*Send for the latest 
*‘flip-top"’ Bulletin A-500-0. MODELS FT-32, FT-40 AND FT-52 ARE AVAIL- 
ABLE WITH AUTOMATIC OR MOTOR DRIVEN 

ARC LAMP. 


MODEL FT-26 











COMPANY, INC. 


General Office and Factory: 4110 W. Grand Ave. « Chicago 51, Ill 
Sales and Service: New York « Los Angeles 


Feature: chrome plated 
LIGHT TABLES SOI ora coe 
n four sides ; fluore cent 
Felilfialem@miilciiel Maeliliiatle 
tion. Shipped set-up, 
ready to use. Five ze 
* to 42 x 62. Send for 


Bulletin A217. 


For More Information Circle No. 344 











lin Employee Relations | 


A of day-to-day em- 
ployee problems and how they 
were handled by management. Each in- 


cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Does Automation Overwork Remaining Employees? 


What Happened: 


Management had a policy which 


read: “The company will continue its 
efforts and interests in behalf of the 
safety and health of its employees dur- 
ing their hours of employment”. 

As a result of extensive changes in 


equipment, the company rearranged 
the workforce in the department and 
cut the size of the staff from nine to 
five. Employees complained. They 
admitted that the company had a right 
to install technological improvement, 
and that it had the right to reduce the 
number of employees due to better ma- 
chines and methods. But, if the re- 
maining workers have to work harder 
to the point of “overwork,” then the 
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company was endangering the health 
of the employees. The company an- 
swered: 

1. The new workloads are not un- 
reasonable. The purpose of automa- 
tion is to make work more efficient. 
We've done this. 

2. The new methods and machines 
can now do the work of at least four 
men. So the remaining workers do 
work harder—but not so hard as to en- 
danger their safety or health. 

3. We must improve to meet com- 
petition. Cost reduction is a function 
of management. 

Was the Company: 
RIGHT [9 WRONG [() 





FOR LONC AND TROUBLE-FREE PERFORMANCE 


MERCURY-LITH 


Blankets and Rollers 
FOR MULTILITH PRINTING MACHINES | 


2 


For More Information Circle No. 257 


'3) Uniform reproduction 
—precision-built accessories 
with a perfect affinity 

for ink. 


@ Sharper printing. 


© More durable—not 
affected by inks and 
solvents; resistant to 
abrasion and glaze. 


4) Easier wash-up. 


Built to the same 
quality-standards as Mercury 
blankets and rollers 

used on the world's largest 


offset presses. 


RAPID ROLLER 
COMPANY 

Federal at 26th St., Chicago 16 
EASTERN OFFICE 

218-224 Elizabeth Ave 

Newark 8, N. J 
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WHAT ARBITRATOR ROLF VAL- 
TIN RULED: “Despite the substantial 
reduction in the operating force, the 
appraisal of the evidence is that an un- 
reasonable workload has not been im- 
posed on the employees. Indeed, evi- 
dence indicates that the employees do 
now work harder than they formerly 
did. The only real question is whether 


the present staff can do the necessary 
work without exceeding reasonable 
workload limits. By the evidence pre- 
sented, the arbitrator cannot hold that 
an unreasonable workload has been im- 
posed. In the final analysis, it is pri- — 
marily the nature of the work which 
has been changed. The grievance is 
denied.” 


Can Employees Be Disciplined Without a Warning? 


What Happened: 

After a slack period, business picked 
up and overtime became necessary. 
Work schedules were changed in one 
department requiring employees to 
start two hours earlier. Quitting time 
was staggered to meet the work de- 
mands. 

For two weeks Becker and Sickles 
worked under the new schedule, then 
they began to complain. They didn’t 
like the staggered quitting times and 
said so to their supervisor. He made 
no comment. One day the two men 
told their boss that they were only 
putting in eight hours that day. The 
supervisor made no effort to persuade 
the men to stay later. 

Becker and Sickles showed up for 
work the next day and found they had 
been suspended pending consideration 
of their case by management. The 
next day they were notified they were 
fired for: 

1. Leaving their job without per- 
mission. 

2. Refusing to work overtime. 


The employees 
grievance and argued: 

1. We were exhausted and tired by 
the overtime schedule. 


promptly filed a 
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2. We told our supervisor that we 
didn’t like the staggered quitting time. 
He did nothing. 

3. We gave him advance notice 
that we wouldn’t work overtime. He 
didn’t protest, so we thought he ap- 
proved. 

Were the Workers: 

RIGHT (1 WRONG ( 
WHAT ARBITRATOR HARRY J. 
DWORKIN RULED: “Although the 
arbitrator has determined that the griev- 
ants improperly abandoned their posts 
prior to scheduled quitting time, the 
company was simultaneously derelict in 
not directing the employees to remain. 
The supervisor’s duty was to make 
known his disapproval of the indicated 





action. Management owes some re- 
sponsibility to take reasonable action 
to prevent a threatened act of miscon- 
duct. Failure to act in an articulate 
manner raises some question as to 
whether employees would be justified 
in assuming that management acqui- 


esced in their leaving work prematurely. 
Management may not remain silent in 
the face of threatened misconduct, and 
thereafter assess the maximum penalty 
for acts which it had a responsibility to 
prevent. The penalties are reduced to 
a suspension of 30 days without pay.” 


Are Supervisors Safe at Home From Employees? 


What Happened: 

At a company meeting, Supervisor 
Bauer laced into some of the employees 
for poor work habits. One man took 
issue with the boss’s comments and 
heated words were exchanged. That 
evening when Bauer came home he 
was met by the worker who continued 
the argument. 

“You’ve no right here,” the super- 
visor said. “Now go on your way. 
If you want to talk to me, see me at 
the office.” 

The employee continued to berate 
his boss and then struck him. When 
he was summarily fired the next day 
he charged that the company had over- 
stepped its authority, and argued: 


1. I lost my head. I didn’t mean to 
do it. 

2. Let the police and the court deal 
with my action. What I did was on 
my own time and away from company 
property. 

The company was unimpressed: 

1. We have a right to control em- 
ployees for off-property conduct if the 
argument grew out of an in-company 
situation. 

2. We'll not stand by and let work- 
ers abuse our supervisors on or off com- 
pany premises. 


Was the Company: 
RIGHT ( WRONG (J 


WHAT ARBITRATOR SYLVESTER 
GARRETT RULED: “I cannot accept 
the view that management is powerless 
to discipline an employee for conduct 
(directly related to events on the job) 
which entails assault upon a member 
of supervision. While public authority 
is available to deal with those who com- 
mit assault and battery, this does not 
deprive management of essential au- 
thority to maintain discipline and pro- 
tect members of supervision from un- 
provoked reprisals away from the job. 
The employee was properly dis- 
charged.” 


For More Information Circle No. 220-5 





Good news 
for girls with 
office copy blues... 
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Thermocopy Paper 


is not a pressure-sensitive imitation 


... brings a bright, new, permanent 





look to office copies! 





LOOKS SHARP! 


‘ No more fuzzy, out-of-focus office copies that 
strain eyes, fray tempers. New, all-white Photek 
Thermocopy Paper produces clean, crisp, needle- 
sharp copies every time. Every letter in every word 
stands out in bold, sharp relief against its white 
surface. Reading is easy, instantaneous; copies 
neat and complete from start to finish. And you 
may order Photek Thermocopy Paper in both 
standard and translucent paper to satisfy more 
office copying and systems requirements. 


STAYS WHITE! 


Because it is not a pressure-sensitive imitation, 
Photek Thermocopy Paper will not lose its clean, 
white look due to surface scratches or marring. 
It will not fade, yellow, turn blue or darken. Its 
clean, flawless surface stays white, resists the 
effects of light, heat and time. You can file Photek 
copies indefinitely, knowing for sure they’ll look 
like new the day you need them. Also, because of 
its greater sensitivity, Photek Thermocopy Paper 
eliminates waste due to repeated machine adjust- 
ments. It makes perfect copies over a wide range 
of machine dial settings. 


FILES FLAT! 


Ask the gal who has struggled with office copies 
that curl and furl — and you'll know why secre- 
taries prefer Photek Thermocopy Paper. Here is 
office copying paper strong enough to come 
through the roughest “routing” in great shape. 
It folds neatly, files flat, handles easily. Here’s 
another exclusive benefit: Photek Translucent 
Thermocopy Paper produces copy on either side 
. .. gives you an extra operator convenience plus 
a new way to eliminate waste. It also serves as 

an economical diazo master for unlimited runs. 





See the 


happy 
results for 


yourself! 


Don’t take our word alone for it... 
arrange a FREE DEMONSTRATION 

of Photek Thermocopy Paper in your own 
office soon. Mail the coupon now! 


PHOTEK, INC. 
P.O. Box 1553, Providence 1, R. I. 


Please contact us to arrange a free demonstration 
without obligation. 


Please furnish us with more information about 
Photek Thermocopy Paper. 


We're also interested in photocopy paper and equip- 
ment. Please provide us with complete details on 
Photek photocopy products. 

NAME 

COMPANY 


ADDRESS 


CITY 


If it's worth 
repeating, 
repeat it with 
PHOTEK 








Using customer master tape and edited order copy, Flexowriters type or- 
ders at Rohm & Haas Co., Philadelphia, and simultaneously produce a by- 
product punched tape for transmission to the plant. (See story on next page.) 






Current trends 
Teme everlet-mr-lehaeleal-halele) 
including data processing. 


Integrated Order Processing 


RAYMOND DREYFACK 

OMPLETE INTEGRATION of 
care. entry, handling, invoicing 
and reporting was the aim of Rohm & 
Haas, major manufacturer of chemical 
products for a broad variety of indus- 
trial applications. This is a multiplant 
corporation with headquarters in the 
U. S. and worldwide operations. Data 
processing functions are centralized in 
Philadelphia at the firm’s administra- 
tive offices. 

Incoming orders are channeled to 
Philadelphia for editing, pricing and 
routing to the designated factory, de- 
pending on the type of product or- 
dered. The need for increased speed 
to advance customer service, plus the 
continued search for more accurate and 


Order entry section pulls an order data 
card (shown on page 112) containing 
tape with customer’s constant data. 


110 


economical means of processing, im- 
pelled management thinking in the di- 
rection of automation and pre-planned 
integration. So it was decided to uni- 
fy all operations relating to the order 
processing function. 

Using punched tape as a common 
language link, Friden Flexowriters and 
Computypers are combined with Tele- 
type equipment and punched card ma- 
chines to capture and transmit all re- 
petitive information automatically, at 
the same time creating a by-product 
output for up-dating sales, inventory 
and accounts receivable data as well 
as report preparation. 

The tape concept links together not 
only operating equipment, but forms, 


aaRen 
eenne 


yma? 
° 


feitidtda on as 


Bs 


If there is no order data card in file, master 
records are searched for account number. 
New customers get a new number. 
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From Entry Through Reporting 


too. These were designed in conjunc- 
tion with Autographic Business Forms 
Co. The edited copy of the sales or- 
der includes an envelope pocket to 
carry the order tape until it is ready for 
invoicing. Receiving teletypewriters at 
Rohm & Haas factories produce dupli- 
cating masters which follow the gen- 
eral edited copy design. From these 
masters are run all copies needed for 
stock picking and production. 

The ten-part invoice comprises copies 
each printed in different ink colors for 
ease of identification. The forms are 
mechanically separated in a high-speed 
burster, and customer copies stuffed in 
window envelopes. 

The sales department codes the or- 


Processing clerk prices and codes mate- 
rial, carrier, route and terms, and assigns 
an order number. 
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ders, schedules them for shipment and 
posts sales entry statistics. The next 
step is a credit department check, after 
which the orders go to the order de- 
partment. Orders received from Can- 
ada are Teletyped to the home office 
and automatically rerouted to the plant. 

A clerk in the order entry section 
pulls an order data card for each order. 
Attached to this is a prepunched master 
customer tape containing all constant 
data: name, address and account in- 
formation, for the billing. Orders, 
grouped by type of product, are priced 
and coded. Here the material code, 
carrier, route and terms are entered, 
and a control order number is assigned. 

Using the master customer tape 


Tape-to-card converter creates unit card 
records from Flexowriter tape for tab 
department processing. 





so.o THE JOHN DOE COMPANY TINC< 
ro 1234 CHESTNUT ST 
PHILA PA 


THE JOHN DOE COMPANY INC 
122% CHESTNUT ST 
DHTLA PA 


A pocket on the back of the customer order data card holds a master tape prepunched 


with constant information. 


(which was affixed to the order data 
card) as input to a Flexowriter, the 


edited copy of the order is typed while 


a by-product tape is punched. This 
contains all information appearing on 
the order, and is sent to an editing sta- 
tion for proofing. 

After proofing (or editing), the by- 
product tape is transmitted via Tele- 
type to the factory. Multigate trans- 
mission simplifies this operation con- 
siderably. The sending machine in the 
office creates a five-part hard copy set 
during transmission. This includes: 
acknowledgement copy, sales depart- 
ment copy, salesman copy, numerical 
file copy, accounting department copy. 


Hard copy produced at this point is 
sight checked against the edited copy. 
After use, the tape is stored in the 
edited copy’s tape pocket and becomes 
a part of the open order file. 

At the other end of the line a re- 
ceiving Teletype at the factory pro- 
duces a duplicating master to prepare 
bills of lading, labels, and furnish the 
home office with shipping information. 
Copies produced by the master also 
contain production and inventory con- 
trol data. 

Factory notification of shipment 
(which includes quantity shipped and 
other data) is combined with the edited 
copy (with order tape attached) and 





se 


Factory notification of shipment with order tape in a pocket on the reverse side (above) 
is sent to the invoice typing section where ten-part invoice (below) is written on a 
Computyper. Machine simultaneously produces a tape from which cards are punched 
for accounts receivable, inventory control, sales analysis and other management reports. 


112 
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sent to the invoice typing station. The 
order tape is fed to a Computyper and 
while the quantities entered by the bill- 
ing typist are automatically extended, 
the ten-part invoice set is produced. 
At the same time a new by-product 
tape is created containing all data on 
the invoice which will be needed for 
subsequent sales record, accounting 
and accounts receivable functions. 
The new tape is sent to the tabulat- 
ing department where it is converted 
into punched cards for freight distribu- 
tion, branch warehouse inventory con- 
trol, accounts receivable, sales and 
cost of sales, sales analysis. The cards 
are used to prepare management re- 
ports and statistics. Some sample re- 
port headings are sales and cost of sales 
journal, sales register, inventory bal- 
ances, branch warehouse and inventory 
report, freight clearing accounts, 


branch warehouse stock report, desti- 
nation carrier report, and others. 

Each hour, a control total is hit on 
the Computyper while invoicing, and 


this total is used as a zero balance 
check against tabulating department 
activities. 

The system has eliminated the key- 
ing operation for the recording of 
repetitive information. This, plus the 
automatic arithmetic functions of the 
Computyper used to prepare the in- 
voice, enables a large volume of orders 
to be processed speedily and witha 
low error frequency. From a report- 
ing standpoint, conversion of tape to 
cards provides swift, accurate and auto- 
mated production of facts needed for 
management forecasting and analysis. 
Initial savings in personnel were re- 
alized but, of course, increased volume 
of work has now increased personnel 
requirements. Obviously the personnel 
requirements would have _ increased 
much more had it not been for the 
new system. Errors do crop up occa- 
sionally due to mechanical malfunc- 
tioning, but these are usually caught. 
Overall accuracy has been substantially 
improved. 


Billing department 
at Rohm & Haas 
Co. where Compu- 
typers write in- 
voices and produce 
a by-product tape 
for accounting, in- 
ventory control, 
sales analysis and 
other reporting. 
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pdp ¢ MEK-A-PUNCH*®* 


("the Potable 


TAB CARD PUNCH 


p 


that 
produces 
original data 
in finished 
form. 


For punching standard codes in 
either 80-column or 90-column 
dele} iehilile mael aes 

Complete visual verification be 
fore punching—up to three cards 
ata time 

No electric current required 

As compact as a desk-top check 


writer 


No trained operator needed 
The pdp Mek-A-Punch eliminates 
dependence upon written or oral 
reports from remote locations 
Extremely valuable in data proc- 
essing department for adding 
new information to previously 
coded cards or for replacing 
damaged cards 


ertcan DATA MACHINES INC. 


Data Systems Equipment 


MANUFACTURERS OF: 7 Commercial Street °* Hicksville, L. 1.,N. Y. 


Attendance Recorders 
Data Collection Systems 
Digital Clocks 


Digitized Plastic Plate Readers 
Keybank Assemblies 
Mek-A-Punch 


Military Systems 
Sequential Punched Card 
Readers and Scanners 
For More Information Circle No, 273 
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TO SOLVE A PROBLEM IN RECORD TIME 





mp! CANT WE DO SOMETHING 
CLUM ne) | ABOUT OUR NOISY HERD OF 
cw FILING CLERKS UPSTAIRS ?!! 








MAYBE THE BRRAINS 
FROM REMINGTON RAND 
HAVE A SOLUTION... 


_ eS 
I 


SEE, BY WE'VE COMPLETELY 


CONSOLIDATING DONE AWAY WITH YOUR 
DOWN HERE... FILING DEPARTMENT 




















UPSTAIRS ! 











Never before has it been possible for one 
person to do so much work in so little 
time. The Kard-Veyer® Unit keeps hun- 
dreds of thousands of record cards in 
one cabinet. Touch a button and have any 
card in three seconds. Finding, filing, or 
posting takes seconds, not hours. See 
the many Kard-Veyer® Units in our free 
catalog—yours for sending the coupon. 








THESE KARD-VEYER® EACH CAN GIVE YOU UP 
UNITS SHOULD SOLVE TO 1,000,000 RECORDS AT 
YOUR PROBLEM. THE PUSH OF A BUTTON ! 


























BUT | IMAGINE IT’S THAT 
WHAT'S FLAMENCO DANCE 
THAT ?! STUDIO THAT MOVED 

UPSTAIRS... 








Hlemington. Fand SYstems 





Division of Sperry Rand Corporation 

Room 740, 122 East 42nd St., New York 17, N.Y. 
Please send my free catalog on your Kard-Veyer® 
Mechanized Filing Equipment. Thanks! 


NAME_ 





yt 





COMPANY___ 





ADDRESS. 





ZONE___COUNTY. 


For More Information Circle No. 248 








Photoelectric Encoder 


TYPEWRITER paper tape prep- 
A aration system that uses photo- 
electric encoding techniques is offered 
by Invac Corp., Natick, Mass. The 
Tapemaker consists of a standard man- 
ual or electric typewriter, photoelectric 
encoder and tape punch which can 
prepare any code: 5, 6, 7 or 8 level. 

The photoelectric encoder has a num- 
ber of data light channels and associ- 
ated binary-coded shutters. When a 
key is depressed, corresponding shutter 
modulates light channels according to 
shutter’s code. Simultaneously, photo- 


cells at the end of each light channel 
transmit the binary-coded data to the 
tape punch. 

Tapemaker design features include 
all solid-state circuitry on printed cir- 


cuit boards and motorless, direct-drive 
tape punch. Other functions include 
dual key logic, automatic keyboard in- 
terlock to prevent depression of more 
than one key at a time, electronic parity 
check, and special non-print functions. 
An optional feature is an error-preven- 
tion circuit which locks the keyboard 
until previous data is utilized. A basic 
Tapemaker system costs $1600. For 
More Information Circle No. 107. 


For More Information Circle No. 248 
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High Speed Tape Punch, Reader 


WO 100-character-per-second tape 
units are being introduced by Tele- 
type Corp. Skokie, IIl., for use in mes- 
sage and data communications, includ- 
ing computer and other data handling 
applications. The BRPE tape punch 


and the CX tape reader operate as a 
complementary matched pair for high- 
speed, tape-to-tape communications 
systems. They also can be used as in- 
put and output for computer and other 
data communications installations. 
The CX, which reads either fully 
perforated or chadless tape, can trans- 
mit data collected from the BRPE or 
slower speed equipment. The latter’s 


tape output, in turn, can be relayed by 
the CX or by compatible equipment at 
slower speeds. Both operate on paral- 
lel-wire signals which can be serialized 
by Teletype electronic equipment. With 
these facilities, and additional terminal 
equipment, the units can be used for 
high-speed communications over con- 
ventional voice channels. These sets 
are capable of interoperating with tran- 
sistorized or vacuum tube circuits. 

Each unit has a pulse generator with 
a timing cycle that is adjustable 
throughout 360° to actuate control cir- 
cuits. This synchronizing pulse con- 
trols the accurate timing of intelligence 
to and from associated equipment. The 
punch produces fully perforated tape 
and is available in two models, one to 
operate at a 5 level code, and the other 
adjustable to 6, 7 or 8 code levels. The 
set weighs 28 lbs., measures 12” high, 
8” wide and 1612” deep. The reader 
adjusts to 5, 6, 7 or 8 levels and is 5” 
high, 6” wide, 11” deep, and weighs 
12 Ibs. For More Information Circle 
No. 102. 





Carbon Paper for Optical Scanning 


PTI-SCAN carbon paper has been 
successfully used in several credit 
card systems, with excellent results, ac- 
cording to its producer, Port Huron 
Sulphite & Paper Co., Port Huron, 
Mich., and is filling a need for a one- 
time carbon paper for optical scanning, 
priced in the one-time carbon price 
range. 
Opti-Scan produces a very fine line 
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definition and is smudgeproof. Expe- 
rience has shown a low reject rate when 
cards imaged with this carbon are fed 
through optical scanning equipment. 
Samples and descriptive literature will 
be sent to anyone interested in optical 
scanning equipment or systems, and to 
forms manufacturers producing forms 
for optical scanning equipment. For 
More Information Circle No. 109. 
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Reading Sv writin« 


arithmetic 


oN 
ae 
. 8 


we 


» Oe an 


billing machine doe 





The Friden Model CTS Computyper® 
is a remarkable machine; it reads con- 
stant data from punched tape or cards, 
writes the data down on the invoice, 
automatically does all the arithmetic 
required to figure a bill. The operator 
does little more than fill in the date 
and the item quantities. The rest is 
button-pushing. 


For most firms, one girl and machine 
can be the entire billing department. 


Important plus: The Computyper 
automatically produces a by-product 
punched paper tape summary of each 
invoice. This tape can be automat- 
ically converted into tab cards or fed 


directly into computers. (If you don’t 
use this type of data processing, simply 
run the by-product tape back through 
the Computyper and it will give you a 
typewritten billing summary.) 

For complete information, contact 
your Friden Systems representative, 
or: Friden, Inc., San Leandro, Calif. 
THIS IS PRACTIMATION: automa- 
tion so hand-in-hand with practicality, 
there can be no other word for it. 


Kriden 


Sales, Service and Instruction Throughout the U.S. and World 


For More Information Circle No. 231 
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Long-Range Data 


Transmission System 


SYSTEM called ABCD (ACF 

Building Block Communications 
Devices) for high-speed simultaneous 
transmission of digital information 
from a variety of sources, has been de- 
veloped by the ACF Electronics Div., 
Riverdale, Md. A user may install only 
a single rack of interchangeable plug- 
in units to adapt all types of existing 
data equipment (such as _ teletype- 
writers, data transceivers, facsimile ma- 
chines, paper and magnetic tape ma- 
chines) for transmission of data over a 
standard telephone line. He can estab- 
lish his communications system with a 
minimum of equipment to meet current 
needs, with assurance that he can ex- 
pand it to meet future needs by addi- 
tion of functional blocks that will not 
duplicate others used in the system. 
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Output from as many as 16 machines, 
such as teletypewriters and data transceiv- 
ers, can be transmitted long-range at up 
to 4800 bits (600 characters) a second. 


As many as 16 different machines 
may simultaneously feed their tape, 
punched cards or other data to the 
equipment at the same time and it 
transmits the complete mass of in- 
formation simultaneously at 4800 bits 
(600 individual characters) per second 
over a single line to the receiving point. 
There, similar ABCD equipment con- 
verts the information back to tape, 
punched cards or feeds it to machines 
from which it emerges in its original 
form. 

Piug-in logic cards, which are printed 
circuits, form the basic circuit ele- 
ments. Block assemblies of these per- 
form specific functions. Blocks are 
7” high, 16” deep and 312” or 7” wide. 
The blocks, which are as interchange- 
able as the logic cards, are connected 
in a rack with a self-contained power 
supply. 

Major blocks that will process the 
information are a multiplexer-demulti- 
plexer and modulator-demodulator 
(Modem). The multiplex-demultiplex 
system combines various types of 
asynchronous input data into a single 
synchronous signal stream for trans- 
mission, and unscrambles it at the re- 
ceiver into the asynchronous signals 
required to operate various data ma- 
chines. The Modem transmits the com- 
bined digital data signal over a regu- 
lar voice telephone line and recovers 
this data stream at the remote end of 
the transmission link. For More In- 
formation Circle No. 108. 
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and, as a crowning touch add the photocopy 
liquid you never see! Presto! 


dry est ELECTRAMATIC 
liquid ee 


Take a dash of compactness, lace with new 
a improvements, mix in a jigger of economy 


Developer cartridge loading * No mixing, no 
pouring * You never see the liquid « Triple 


¥ life to photocopy developer * Plug-in 
convenience ¢ The finest photographic 
prints ever « Uniform copies every time 
LOADS LIKE A GUN! 


All you do is place the sealed developer 
cartridge in the PHOTORAPID ELECTRAMATIC, 

T 4 [ turn it on, and start photocopying. Turn it 
off and the developer automatically 


flows back into the cartridge. No mess, 
no fuss, no chemicals left out to slosh 


» ® 
around and lose potency. 
mM a [ | nl | VERSATILE BEYOND COMPARISON 
e The PHOTORAPID ELECTRAMATIC 


skips nothing—copies everything... 
e+. permanently! 


For More Information Circle No. 259 
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What could go wrong with a tape 
punch adding machine this simple? 


This is the Burroughs P 1100, first tape punch adding machine specifically engineered to 
capture data at the source. No cable hookups. Nothing tacked on. Everything—even the 
full-sized rewind tape spool—is contained and protected in one neat, compact unit, like a 
regular full-keyboard adding machine. It's as rugged and quiet and easy to operate, too. 
Punching isn’t electrical—it's mechanical, at the instant the data is printed. This way, you 
never have to worry about the data on the punch tape not being identical to that on the 
printed tape. There's no need for an expensive electrical checking mechanism to make 
sure the tape is being properly punched. 


What's more, the Burroughs P 1100 gives you six protective locks, including one which 
prevents accidental punching during an operator's absence. Enforced use of keys and 
sequence interlock provides automatic rejection of incorrectly 
entered data on the keyboard. Burroughs—TM 


FREE BOOKLET... 
on the trouble-free P 1100. 


dustwrite to Burroughs Corporation 
Detroit 32, Michigan. 
For More Information Circle No. 229 
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Facsimile Transmission 


HE AMFAX LINE of moderately 

priced facsimile communication 
equipment was introduced by American 
Facsimile Corp., Irvington, N. J. The 
compact transmitting and_ receiving 
units are table models and will trans- 
mit or receive written, printed or photo- 
graphic copy over regular voice tele- 
phone lines, direct wire or by micro- 
wave radio at 3% minutes per letter- 
size document. The same telephone 
line can serve for both voice and fac- 
simile communication. Any number 


of receivers will simultaneously repro- 
duce copy from one transmitter. All 
clerical help can operate these ma- 


OF PUNCHED TAPE ACCESSORIES 


Keep Tapes & Documents Handy for Immediate Reference 


TAPE FILE BINDER LEAVES 
Sturdy, black pressboard with clear plastic 
pockets for each individual tape. Five tab 
pdsitions. 
#5581 — 16 Pockets 
#5581W — 8 Pockets 
Fit file drawer and tub files too! 





























MAILING AND STORAGE BOXES 

FOR PUNCHED TAPES 

Strong brown kraft boxes with slotted covers 
and metal closing tabs. Light-weight to 
mail, and oil-proof to eliminate seeping. 


WRITE FOR FREE CATALOG 


chines with just two pushbuttons. 

The unit produces clear, sharp copy. 
It transmits any kind of black-and- 
white copy from any kind of paper up 
to 84%” x 13”. Operator may achieve 
13 distinct degrees of shading between 
black and white. Units also transmit 
color which is received in varying tones 
of black and white. Machine can cut 
duplicating stencils at destination point. 
For More Information Circle No. 106. 


DATA PROCESSING FOLDERS 

Slash front file folders that hold punched 
tape/cards and documents, Standard or legal 
size with left or right hand slash. Alter- 
nating pockets will equalize file build-up. 








FILE DATA TAPES 

IN YOUR PRESENT TAB FILES 

Single or twin pocket polyethylene lined 
envelopes for punched tapes. Single en- 
velope 15%"' or 2'4"' wide, twin pocket 
anvelope 3%"' wide. Use them in a vertical 
or horizontal position in your present tab 


files. 
SAMPLE PACKET 
a & File Folders 


. 
PROVIDENCE 5, 


For More Information Circle No. 389 
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so|NEW| 


YoU MUsT 
uSe a 
bliNDFol2 


That way you'll really know what automatic 
means! Blindfolded, slip a single sheet of 
paper (memo, chart, drawing, photo — any- 
thing, any color) into the machine. What 
happens never happened before in office 
photocopying. The machine does everything. 
Activates itself. Supplies the photocopy 
paper. Exposes the original. Prints a copy. 
Trims it to exact size. Unbelievable! From 
start to finish — completely automatically 
— in much less time than it took you to put 
the blindfold on, slip the paper in, take the 
blindfold off! 

Whether you presently have an office copier, 
are thinking about getting one, or wonder 
if one will do you any good — you owe it 
to yourself to get the Automatic story. It’s 
as easy as mailing the coupon. Do it now. 








PILI TOM ALTT IS 


STOP! DON’T BUY THIS OR ANY OTHER PHOTO- 
COPIER BLINDFOLDED! MAIL COUPON FOR 
THE FACTS YOU NEED TO HELP YOU DECIDE! 


TRANSCOPY. INC. 


Dept. 0- 
10 Paterson Ave., Newton, N. J. 


Gentlemen: 
I'd like to know all about your 
new Transcopy Automatic. 


Rush me the cost- saving 
"61 Manual on Office Efficiency.” 


I'd like to see the Transcopy Automatic in my 
[] office. Have your representative phone for 
appointment 


Name 


Company 


Address 
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scopy, Inc. Subsidiary of Anken Chemical and Film Corp., Newton, New Jersey 


For More Information Circle No. 256 





HE MODEL D875 Universal Code 

Punch and Verifier System was an- 
nounced by Systematics Div., General 
Instrument Corp., Hawthorne, Calif., 
to provide a fast, accurate and econom- 
ical means of manually punching and 
verifying paper tape from an original 


Engler HOUR METER 


. . « For Business 


Machine Economy 
@ Increase Efficiency 
@ Improve Scheduling 


@ Eliminate Machine Inactivity 


Engler Hour Meters reduce total oper- | 
ating or rental cost of tabulating equipment | 
and business machines by registering hours 


of actual machine usage. Effectively put 
records on an accurate basis and substan- 


tially reduce second shift payments. Many | 


users have already realized large savings. 


Engler Hour Meters are easily installed | 
and have been precision engineered and | 


ruggedly built for years of dependable 


service. Reasonably priced. Write for de- | 


tailed bulletin OF-8. 


Engler 


250 Culver Avenue, Jersey City, N. J. Phone HEnderson 4-6500 
For More Information Circle No. 292 
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document. This completely integrated 
system punches and verifies for all sys- 
tems (5, 6, 7 or 8-channel tape) and 
any code structure, at any speed up to 
20 characters per second. 

Capable of operation in any of four 
modes: punching from keystroking in- 
to tape on a one-for-one basis; punch- 
ing some information from keyboard 
and duplicating other data from a tape 
loop in the reader; verifying a prevVi- 
ously punched tape by comparing it 
with key depressions and punching a 
new, verified tape; and automatic tape 
duplication directly from reader to 
punch, character-for-character. Six 
combination pushbutton signal lights, 
an eight-position lamp display and a 
digital counter provide maximum oper- 
ator control, convenience and accuracy. 
For More Information Circle No. 103. 





IBM 1401 
PROGRAMMING 
TRAINING 


Home Study Courses 
for people without 
technical training 

or experience. 


Write for Free Catalogue 


Business Electronics Inc. 
Computer Department 
420 Market Street 

San Francisco 11, Calif. 








For More Information Circle No. 293 
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VPC manufactures its own panels . . . keeps in stock at all times 
a complete line of quality-proven panels and wires . . . for the 


smallest installations to the largest and most modern IBM machines. 


Shipment is made within 24 hours from stock. In case of rush 
orders — over-night delivery is made. A stock of control panels 
maintained at various locations throughout the country also 
assures prompt delivery. 

When you wont superior quality in Control Panels and 


Wires — unconditionally guaranteed — fast — get in 
touch with us. 


VIRGINIA PANEL CORPORATION 


WAYNESBORO, VIRGINIA 


Po See eee ee cose eonoeng 
VIRGINIA PANEL CORPORATION 
Dept. OF « Waynesboro, Virginia 


Yes, please send me complete details on outstanding features of 
VPC Panels, Covers and Wires 


NAME 





Wherever there's on IBM installation there's a VPC 


COMPANY. 
Representotive nearby. 





ADDRESS. 





Matwfacturing Plant located within over night delivery 
via normal overland transportation of over 60% of 
18M installations in the United Stotes. 


city a 


Bic css cs castes caer ds denen sal tai ts Geos x Os en ke en wh ee 


For More Information Circle No. 240 





> 
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CONTINUOUS FORMS BURSTER 


Tech Panel Co., 37 Milford St., Bing- 
hamton, N. Y., announces a _ low-cost 
continuous forms burster without knives, 
slitters or hammers. The manually oper- 
ated model will burst all forms 3” to 11” 
long and of any width up to 15”. The 
machine can burst even the last form. 


A single knob 


Anyone can operate it. 
adjusts the machine for both proper form 


length and feed tray setting. It is almost 
impossible to jam the machine or crease 
a form beyond use. Machine is so main- 
tenance-free, manufacturer believes it will 
be unnecessary to sell a service contract. 
The portable burster can be used on a 
desk top or small table. Its base dimen- 
sions are 31%4” by 18” and it weighs 45 
lbs. ready for shipment. Costs $225 f.o.b. 
Baltimore. For More Information Circle 
No. 128. 


PHOTOCOPIER 


Copease Corp., 425 Park Ave., New 
York 22, N. Y., introduces its one-step 
office copier, the Crusader, which can 
copy anything, regardless of color of ink, 
pencil or paper stock. Exposing and de- 
veloping are done in one process. Positive 
paper is automatically fed from within 


128 


the machine and cut to any required 
length. No handling or mixing of de- 
veloping solution which comes in throw- 
away plastic bottles. The Posi-Contact 
exposing process improves negative-to- 
original contact, resulting in better copies. 
Operator’s hands remain free for continu- 
ous production feeding of originals. Sec- 
onds later she has a crisp black-on-white 
copy and original waiting on receiving 
tray. There is no paper wastage as every 


inch of positive and negative paper is 
utilized. A foolproof ejection system 
guarantees safety of original which is al- 
ways delivered dry and undamaged. No 
need for protective cellophane which may 
blur the image. The Crusader needs no 
dial adjustment for 96% of all copying 
and there’s practically no paper waste 
because guesswork is eliminated. For 
More Information Circle No. 203. 


MICROFILM READER-PRINTER 


Recordak Corp., 415 Madison Ave., 
New York 17, N. Y., announces the 
Recordak Reader-Printer, a reader which 
makes paper prints of documents on 
microfilm with push-button ease. It takes 
16mm or 35mm film in roll form, aper- 
ture cards, or card-size film jackets. Fully 
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automatic in operation; operator merely 
pushes button to make a print of a 
microfilm record projected on _ screen. 
Paper and chemical cost is about 9c per 
print. Quick reference to records on film 
is made possible by simplicity of design 
which allows fast, easy operation. Images 
are enlarged to clear and sharp readabil- 
ity on self-contained 11” x 11” screen. 


When a paper copy is desired, it can be 
ready for use within 45 seconds. A vari- 


ety of lenses provide prints up to 87% 
of original size, irrespective of reduction 
ratio at which documents were micro- 
filmed. Prints 8%” x 11” are delivered 
cut to size, squeegee dry, from roll paper 
within the reader. No darkroom is re- 
quired. Unit can be operated and loaded 
under normal room lighting. For More 
Information Circle No. 141. 


CALCULATOR 


Diehl Calculating Machines, Inc., 527 
Madison Ave., New York 22, N. Y., an- 
nounces the Diehl Supermatic V Calcu- 
lator with a mechanism which automati- 
cally selects the fastest way to do any 
multiplication. To multiply by 9982991 
takes only two seconds. Because it always 
selects the best arithmetic for any multi- 
plication, this calculator gives enormous 
increases in figure output. It is faster, 
simpler to use, and has such features as 
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stepped keyboard and special checking 
register to insure faultless entry of figures; 
single keyboard multiplication through X 
and = bars with programed clearances 
and accumulations. Decimal point in 


answers is given automatically. Figures 
can be squared automatically with a single 
setting on the keyboard. All division 
operations are fully automatic with the 
answer correctly pointed off. Costs $675. 
For More Information Circle No. 187. 


RADIO PAGING SYSTEM 


General Dynamics/Electronics, Com- 
mercial Products Div., 1400 N. Goodman 
St., Rochester 3, N. Y., makes the Page- 
master selective wireless paging system 


that can be operated from several loca- 
tions. It has a dialing system, like a 
telephone and small dial instruments 
(without handsets) can be placed as far 
as 12 miles from encoder equipment. 
Users merely dial a three-digit number to 
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page. This eliminates the need for signals 
to be set up from a single location. Major 
components are a transmitter, antenna and 
pocket receivers carried by persons using 
the system which sends out three con- 
secutive pages, seconds apart, then shuts 
off automatically. While a page is being 
placed on one dial instrument, lights on 
boxes in other locations indicate that net- 
work is in use. A single page takes 20 
seconds, including dialing and signalling 
the chosen number. Lights then go off 
and all dial instruments are ready for the 
next page. All dial instruments, including 
additional ones over the primary three- 
instrument hookup, are connected to the 
encoder by a single pair of wires. System 
operates in the Citizens Band as well as 
the 35 and 43 megacycle bands. There is 
no charge for FCC licensing and licenses 
are usually issued about 40 days after 
application. With the normal 5-watt trans- 
mitter, Pagemaster systems are usually 
operable within a one-mile radius; 30-watt 
transmitter increases range to three miles 
and larger areas can be covered by in- 
stalling multiple transmitters. High-pow- 
ered transmitter (up to 500 watts) can be 
used for city-wide coverage. For More 
Information Circle No. 185. 


PRINT-OUT LABEL APPLIER 


Cheshire, Inc., 1644 N. Honore St., 
Chicago 22, Ill., announces a labeling head 
which applies labels from left to right off 


sheets containing labels three, four or five 


wide. Such label forms are printed di- 
rectly by computers such as the IBM 1400 
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series from data on magnetic tapes. This 
direct print-out by computer on multiple- 
width label forms reduces printing time 
as much as 80% over one-wide strip 
preparation. The wide label forms are fed 
by tractors to a guillotine cutter on the 
labeling machine which shears off strips 
of three, four, or five labels. Strips of 
labels are then picked up on a wheel, cut 
apart, passed over a glue-applying roller, 
and applied to desired material at up to 
18,000 labels per hour. For More In- 
formation Circle No. 206. 


COPYING MACHINE 


Smith-Corona Marchant Inc., 410 Park 
Ave., New York 22, N. Y., unveiled the 
Model 33 electrostatic desk-top copying 
machine, announcing that units are now 
being tested under normal operating con- 
ditions in offices and are expected to be 


in production and marketed nationally 
early in 1962. Model 33 makes sharp, 
permanent copies from any original re- 
gardless of its color. The complete process 
takes only five to six seconds per copy. 
In routine office operation, a copy will 
cost less than 4c. Model 33 is expected to 
sell for $895 with leasing terms also avail- 
able. Its dimensions are 15” high, 15” 
wide, 24” deep. The electrostatic process 
produces imexpensive copies utilizing a 
sensitized paper which is electrically 
charged, exposed and developed. Copy 
paper is automatically fed from a storage 
rack inside the machine, eliminating the 
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need for simultaneous handling of original 
and copy paper. Insertion of original sets 
electrostatic process in motion. Movement 
of original and copy is synchronized and, 
upon completion of the process, both are 
deposited in a convenient opening at the 
front of the unit. For More Information 
Circle No. 189. 


CHAIRS 


General Fireproofing Co., Youngstown 
1, Ohio, offers eight fully adjustable chairs 
in the contemporary Goodform 300 line 
of office seating including clerical, general 
office and executive chairs, adjustable for 
maximum comfort. A fully upholstered 
panel provides conformity of styling for 
the 300 line which includes eight gen- 
eral office chairs, five executive chairs, 
and six side or guest chairs. Decorator 
colors are available for the 19 models. 
Eight fully adjustable chairs, six  side- 


RS 


chairs and five swivel chairs all can be 


upholstered in a number of materials 
which include GF Vi-nel, Bedford Cord, 
studio and custom fabrics. Standard fin- 
ish is natural aluminum, but three other 
color anodized aluminum finishes (ebony, 
bronze gold, antique bronze) are avail- 
able. Several Comfort Master executive 
chairs have forged metal bases for maxi- 
mum durability. This base is available on 
all other swivel models. For More Infor- 
mation Circle No. 162. 
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MICR READER-SORTER TRAYS 


Wright Line Div., Barry Wright Corp., 
160 Gold Star Blvd., Worcester, Mass., 
introduces Docu-Tray equipment for han- 
dling MICR checks. Racks hold the trays 
behind, and in line with, the pockets of 


Burroughs and _ Pitney - Bowes - National 
Sorter-Readers. The IBM Sorter-Reader is 
serviced with a rack used in front of the 
pockets. In all applications, the Docu- 
Tray system speeds the processing, in- 
creases the sorting capacity of the machine 
and makes handling easier. Wright Line 
also has a three-level truck for use close 
to the feed of the sorter-reader to further 
speed handling, collection and transporta- 
tion of checks. The truck holds 18 Docu- 
Trays. Brochures covering the full line 
of equipment for use with IBM, Burroughs 
or Pitney-Bowes-National systems will be 
sent if you specify system used and Circle 
No. 207. 


POST BINDERS 


Office Records Co., Box 347, Syracuse 
1, N. Y., introduces three Orco Flex-I-File 
post binders: Series 202 Economizer, 606 
Expediter and 808 Elite in starmist blue, 
mountain gray and sierra tan covers. 
Manufactured to each customer’s specifica- 
tion to fit his forms, binders are made of 
durable, chip-resistant binders’ board and 
long-wearing canvas fabric. Cadmium 
plated steel compression spring posts in- 
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sure neatness and prevent rust while pro- 
viding flexibility to the user. Top cover, 
when in use, is secured firmly by cadmium 
plated lock-down washers. Easygrip cone- 
shape post tops protect both sheet punch- 
ing and fingernails. Binder lies flat in use 
with everything easily readable and noth- 


ing hidden in center margin even when 
filled to capacity. Sheets are easily in- 
serted or withdrawn. Standardized spring 
posts come in 4” and 6” lengths for forms 
punching of %4” or %”. Orco Flex-I-File 
binders permit instant accessibility to cur- 
rent records and permanent reference in 
storage without costly transfer procedures. 
Each binder comes with nails for final 
sealing of posts and top cover prior to 
storage. Fitted canvas backs for marking 
of contents identification are easily at- 
tached to covers with stapler. For More 
Information Circle No. 186. 


X-RAY PRINTER 


Copy :Research Corp., 875 West 15th 
St., Newport Beach, Calif., announces a 
rapid printer for x-rays. Utilizing heat in 


132 


a dry process, the compact machine turns 
out a reproduction in about one minute. 
The result is a high quality permanent 
image which is not affected by humidity or 
heat in storage. The Kalvaray Film Dupli- 
cator is desk-top size and turns out high 
quality paper or transparency reproduc- 
tions of x-ray film. It will handle sheets up 
to 14” in width and any desired length. 
Paper reproductions have the appearance 
of an original radiograph as seen on the 


illuminator, while transparencies may be 
viewed directly or projected. Both paper 
and film are manufactured specifically for 
x-ray film reproduction by Kalvar Corp., 
New Orleans, La. Contrast is controlled 
by exposure variation to enhance impor- 
tant details and reduction of contrast for 
nonessential information. Machine is com- 
pletely self-contained; no chemicals or 
liquids. Operation is automatic by push- 
button. No special training or facilities 
are needed for operation. It supplies ac- 
curate x-ray copies for extra consultations, 
teaching material, insurance claims, docu- 
mentation and a variety of medical, indus- 
trial and business uses, while preserving 
original film from loss or damage. For 
More Information Circle No. 408. 


TYPEWRITER 


Torpedo Buromaschinen Werke AG, 
Frankfort/M.-Roedelheim, West Germany, 
announces the Torpedo Dynacord Type- 
writer with modern styling and technical 
design which incorporates features to ease, 
speed and improve work. Adjustable car- 
riage enables varying the clearance be- 
tween carriage and platen so that every 
impression is perfect, whether typing three 
copies or 15. This ends the perforation 
of letters on top sheets. Automatic mar- 
gin setting is operated from the keyboard. 


THe Orrice—August, 1961 





Machine has double letterspacer and ad- 
justable, noiseless, rapid paper injector. 
Four-position ribbon control includes a 
center economy setting which makes it 
possible to utilize the whole width of a 





single color ribbon. Carriages of different 
widths can be interchanged in any position 
without any machine adjustment. Standard 
carriage is 1242”, sufficient for wide forms 
and long envelopes; other carriages are 
available in 15”, 18” and 25” widths. A 
wide selection of distinctive types and key- 
boards for many professions and foreign 
languages is available. For More Infor- 
mation Circle No. 179. 


ELECTRIC CARD FILE 


Acme Visible Records, Inc., 2208 West 
Allview Drive, Crozet, Va., offers the 
Electrofile which can handle thousands 


of record or data cards and ends refiling. 
After use, cards can be put back at ran- 


dom anywhere in the file. Yet, at the 
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touch of a finger on the Electrofile key- 
board, the operator can produce any 
single card or group of cards instantly. 
Using the same keyboard, new cards are 
quickly coded for any desired classifica- 
tion: by name, by number, by class of 
information or by specific fact. For More 
Information Circle No. 139. 


TABLE MOVER 


Vogel-Peterson Co., Box 90, Elmhurst, 
Ill., introduces Table-Hop, a useful de- 
vice and labor-saver for moving folding 
tables. With Table-Hop, one man can 
take from storage, set up and position 
any number of tables, heavy stage sections 
or choral and band risers; can wheel them 
away and return to storage in minutes 
without extra help. Table-Hop is prac- 


tically self-loading; no lifting required. 
It wheels, rotates, pushes or pulls about 
easily on two wide tread rubber tired 
casters. Ends floor damage from dragging 
and dropping tables and damage from 
heavy storage trucks. Built of heavy 
gauge steel with lasting plated finish, it 
is engineered to safely load, hold and 
convey standard make folding tables. 
Said to cost less than one extra helper 
for one occasion and will give a lifetime 
of service. For More Information Circle 
No. 137. 


MAGNETIC INK CHECKS 


Carbon Business Forms Co., 880 East 
72nd St., Cleveland 3, Ohio, offers spe- 
cial commercial, voucher and machine 
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payroll checks coded with magnetic ink. 
These checks can have hot wax carbon 
spotted on the backs where required, or 
attached carbon if preferred. For More 
Information Circle No. 184. 


PORTABLE POSTING TRAY 


National Cash Register Co., Dayton 9, 
Ohio, has added a portable posting tray 
with dual purpose handles to its line of 
posting equipment and accessories. Avail- 
able in seven models for holding forms 
from 6” x 11” to 18” x 11”. Handles fold 


down to provide sturdy support for the 
tray when it is in open position, auto- 
matically lock in carrying position when 


the tray is closed. Tray has 3” 
capacity to file about 300 sheets. 

weight steel construction in tan finish 
blends with any office decor. Corrugated 
aluminum base prevents sheets from slip- 
ping or binding at the bottom of the tray. 
When not in use, closed tray can be 
easily filed or stored in a vault to prevent 
unauthorized access to records. Tumbler 
lock and key afford added protection. 
For More Information Circle No. 140. 


filing 
Light- 


COPYING MACHINE 


Cormac Photocopy Corp., 80 Fifth 
Ave., New York 11, N. Y., offers the 
Cormac 600 fully automatic copying ma- 
chine that produces four prints a minute 
and copies any original, regardless of 
color, up to 11” wide by any length. It 
automatically turns itself on when an 
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original is fed into it, makes the exposure, 
adjusts itself to the length of the original, 
trims the positive and delivers developed 
prints flat and dry. Makes clear black- 
and-white, high quality copies that are 
permanent and legally acceptable. It is 
roll-fed (150 ft. of copy paper is stored 
in unit) to eliminate stocking various size 
cut sheets of negatives and positives. At- 
tractive casing of the 22” wide, 18” deep, 
10” high copier is molded of high impact 
polystyrene. Weighing 65 Ibs., machine is 
easily accessible for operators to replenish 
paper. One-piece plastic top, hinged at 
rear, flips up to expose entire mechanism. 


Developer tray and rolls slide out for easy 
cleaning. Reserve tank inside machine au- 
tomatically refills developer tray. Solution 
flows into the tray through a feed line 
when fluid drops. A single control is used 
for exposure. Wide photographic latitude 
compensates for variance in quality of 
originals, producing a usable copy every 
time, and eliminates waste experimental 
copies. Copies are often better than a 
poor original. No paper safe or extra 
equipment is needed. Visual and audio 
signals indicate need for new paper supply 
Price of unit is in the $600 range. For 
More Information Circle No. 173. 


ACCOUNTING FORMS BINDER 


Acco Products, Div. of Natser Corp., 
Ogdensburg, N. Y., makes the Acco Plas- 
tic Post Binder for both burst and un- 
burst marginally punched forms. Crack- 
proof red vinyl plastic posts fit through 
the small holes in the forms and lock 
them firmly in the all-metal fastener. 
Forms can be added or removed from 
both front and back. Because of its 
simple operation, the Acco Plastic Post 
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BOHN CONTEX 


CALCULATOR 
ADDS, SUBTRACTS, 
MULTIPLIES AND 


rOR.SI20 | 


% PLUS F.E.T. 


If you pay high salaries to pencil-and-paper mathematicians for wrong 
answers...if you think $500 calculating machines are too expensive... 
then you should learn the facts about the only first-quality calculator 
that does all the work of the much more expensive machines fast and 
accurately for about one-fourth the cost. Send in this coupon today. 


Bohn Duplicator Co., 444 Park Ave. S., Dept. C-15, New York 16, N. Y. 


D1) Please arrange a demonstration of the Bohn Contex in our office 
without obligation. 


0 Please send further information on the Bohn Contex. 


NAME 





COMPANY 





ADDRESS. 








For More Information Circle No, 255 
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Avoid Binder is said to take 25% less time to 


assemble, load and unload. Binder opens 

Losses! flat so that the inner margins of forms 
| are visible. Because covers are flush with 

Avoid | the forms, and there is no excess bulk or 


unexpected 
troubles! 


15 day 
free 
trial 


bulge, filing and stacking are easy. Capac- 
ity is 6”. A wide variety of sizes is 
available to fit any marginally punched 
sheet. Covers are made of tough, flexible 
pressboard, embossed for easy labeling, 
in a choice of 12 colors for color-coding. 
For More Information Circle No. 133. 


CONTROL BOARD 


Pryor Marking Products, 434 S. Wa- 
: ‘ bash Ave., Chicago 5, Ill., announces the 
Thinnest shreds of any office paper Movichart for stock control, sales control 


area coded —- and progress, production planning, organi- 


Write for illustrated brochure describing 
full application of office paper shredders. 


MICHAEL LITH saies corp. 
145 West 45th Street, New York 36, N. Y. 
@ Dealer: Write For Profitable Sales Plan. 


For More Information Circle No. 299 


3 PHO PROBLEMS 
SOLVED 

1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 

HUSH-A-PHONE 

Model for all types 

of phones and dic- 


tating machines. ; . 4 : 
intitle: that tilinaeaeen zation, machine loading efficiency, safety, 


HUSH-A-PHONE incentive, etc. Movichart systems offer a 
72 Madison Ave. variety of parts and signals, most con- 
New York 16 structed of durable, break and chip-resist- 


For More Information Circle No. 298 
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...with new Stan-Pak Run-Rite Papers 


527 Grades, Sizes and Types 


Not even the most compe- 
tent offset or duplicator 
operator can get top results 
with defective paper. 
Words are lost. Time is lost. 
Tempers are most assuredly 
lost! 

To avoid any chance of 
hit-and-miss reproduction, 
turn to the new line of 
papers specifically designed 
to get maximum perform- 
ance from your office 
machines—Stan-Pak* Run- 
Rite." 

Trouble-Free Running 

Take flatness. We labo- 
ratory-test all Run-Rite 
papers right on the dupli- 
‘ating machines they’re 
made for. They come to you 
flat. Lie flat in the machine. 
And feed flat. 


But really trouble-free 
running calls for many 
more qualities. Controlled 
moisture to avoid static 
conditions and insure good 
printability. Accurate trim 
and finish to prevent feed- 
ing jams. Even caliper, 
uniform weight and care- 
ful surface sizing to give 
you sharp, clean ink 
impressions. You get them 
all in Stan-Pak Run-Rite 
Papers. 


This brand new line 
answers just about every 
office need in printing and 
duplicating papers. Under 
the Stan-Pak Run-Rite 
name you'll find the exact 
grade, color and weight you 
want — at a sensible range 
of prices to suit your 
budget. 

Next time you order 
paper, try the brand that’s 
made to run right. Through 
the duplicating machine. 
On the press. In the type- 
writer. 

We’re confident you’ll 
specify it every time. 


STANDARD PACKAGING 
CORPORATION 
NEW YORK 17,N.Y. 

Circle No. 245 








4.142 YEARS 
EXPERIENCE IN 
CUTTING COSTS 


YOUR BEST ALLY in combating to- 
day’s profit squeeze is the experience 
of your Dictaphone Representatives. 
Each is trained to do an accurate sur- 
vey of your communications set-up 
and to recommend changes that will 
increase efficiency and cut costs. The 
combined experience of these men ex- 
ceeds 4,142 years. # Dictaphone Cor- 
poration is the oldest name in this 
field. Its sole interest is business com- 
munications. For over 70 years, its 
experts have been consulting with 
businessmen across the country in the 
search for better, more economical 
methods. # The fruits of such research 
have been demonstrated time and 
again by continual improvements in 
the company’s products . . . by the 
development of many new uses for 
them. For example, the Dictaphone ® 
TIME-MASTER® shown above is the 


most advanced dictating machine 
ever made. # Its functional simplicity 
and super-efficiency were made pos- 
sible by the evolution of the Dicta- 
belt® record. Experience shows that 
the ideal dictating medium should 
have specific characteristics. The 
Dictabelt has them. It’s mailable, 
fileable, truly disposable (costs just 
4¢ and obviates costly rehandling). 
You get a clean, fresh surface every 
time. With Dictabelt you have the 
advantage of sound you can see because 
your recording is visible. You watch 
your voice record, gain confidence 
from always knowing exactly where 
you are. # If you’re feeling the profit 
squeeze, better call in your local 
Dictaphone Representative for con- 
sultation. |He can: help you cut com- 
munications costs up to 30% with 
individual Time-Masters or a Tele- 
cord phone dictation network. 

P.S. Along with its experience in man- 
ufacturing and research, Dictaphone 
maintains by far the most expert and 
experienced iservice organization in 
the entire industry. 


Dictaphone’ 


CORPORATION 
Dictaphone Corp., 730 Third Ave., N.Y. 17, N.Y. 


For More Information Circle No. 235 
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ant plastic and available in vivid colors. 
The system is engineered for quick, easy 
changing and maintenance. No writing, 
typing, etc., is required after original set- 
up. Rigid perforated panels are available 
in a variety of sizes, framed or unframed. 
Special 6” sq. Bild-On panels lock to- 
gether to form any size or shape of board, 
or for easy expansion later. Movichart 
panels offer more than 2300 signalling 
positions to the square foot, providing an 
extensive amount of information in mini- 
mum wallspace. For More Information 
Circle No. 191. 


MICROFILM READER-PRINTER 


Minnesota Mining & Mfg. Co., Dept. 
$1-271, 900 Bush Ave., St. Paul 6, Minn., 
announces a _ microfilm reader-printer 
capable of enlarging or reducing the 
projected image without loss of focus. 
Filmac 300 Microfilm Reader-Printer, 
third reader-printer marketed by the firm, 
gives more flexibility in the ‘size of prints 
and accepts either 16 or 35mm film in 


roll, aperture card, jacket or film sheets. 
Two projection lenses provide magnifica- 
tion of eight to 20 diameters and copies 
can be made any size up to 11” x 14” 
in less than ten seconds by push-button. 
No operator training is necessary and 
copies are ready for immediate use. 
Screen is 11” x 14” and unit accepts both 
814” and 11” wide rolls of print paper. 
Any material ordinarily recorded on 
35mm film at reductions below 20 diam- 
eters can be enlarged to full size Records 
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recorded at 20 diameters are reproduced 
at 83% of original size. Unit is 26” 
high, 2112” wide and 46” deep and weighs 
220 Ibs., operates on 110-120 volt, 15-amp 
AC. Price installed is $3600. For More 
Information Circle No. 142. 


PORTABLE TYPEWRITER 


Standard Voss Corp., 334 E. Weber 
Ave., Stockton 2, Calif., is national dis- 
tributor of the West German Voss Learn- 
ette portable typewriter which has 44 
ribbed spring steel typebars for precise 
alignment and responsive action. Other 
features include two-color ribbon; single, 
1% and double spacing; plastic alignment 


rh 


MTTTIT 


coe 
eees8. 
®eous0ee00s 
@eccsevcevcess 


guide, contoured carriage return lever, 
paragraph device and removable top plate. 
Machine’s main frame is duraluminum 
and outer frame is steel, finished in blue 
and ivory, or two-toned beige, baked 
enamel with chrome trim. Neoprene 
strips between inner and outer frames 
reduce noise. Designed for grade school 
students and their parents. Instruction 
book, “Johnny Learns to Type,” is written 
in story style to teach children the touch 
systems. Kit contains keytop blanks, key- 
board chart, paper and eraser. Parents 
can learn with the child. Machine re- 
tails at $64.50; $69.50 with book and kit, 
plus excise tax. Leather carrying case 
with attractive plaid lining holds machine, 
book and kit. For More Information 
Circle No. 126. 





CHAIRS 


Howell Co., 434 South Ist St., St. 
Charies, Ill., announces that a sculptured 
form is achieved in its A820 armchair. 
The one-piece curved plywood base on 
seat and back has a tapered, smoothly 
rounded top. Rollover front of seat adds 
to the form fitting look. Upholstery in 
bright colors of Naugahyde supported 


vinyl has a padding of polyfoam for com- 


fort. Neatly tailored look is achieved 
with a self-welt around the edge of seat 
and back. Bronzite or satin chrome fin- 
ished frame of %” square tubular steel 
is welded into one piece for strength. Back 
legs extend as a wall saver. Angular 
plastic feet enable easy sliding of chair. 
Warmth of wood is present on the solid 
walnut arm rests, placed to give the light 
look of contemporary design. A com- 
panion A819 sidechair without arms also 
is available. For colorful folder on Howell 
metal furniture, Circle No. 157. 


PHOTOCOMPOSING MACHINE 


Filmotype Corp., 7500 McCormick 
Blvd., Skokie, Ill., announces that a fully 
automatic processing machine that de- 
velops, fixes and washes Filmotype copy 
is available for the Filmotype Photo- 
Lettering and Typesetting Machine. Auto- 
matic processor completely eliminates 
usual photographic developing and fixing 
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of copy by hand. Exposed Filmotype 
copy feeds into loading magazine which 
feeds into Filmotype processor where it 
is automatically carried through developer, 
fixing solutions and water rinse. All ex- 
cess water is squeegeed off in machine 
during final stages of processing to speed 
drying. Developed copy is a sharp, black 


repro-proof, permanently fixed and ready 
for paste-up. Compact in size and sturdily 
constructed, processor comes with two 
loading magazines. As one magazine 
automatically feeds the processor, other 
magazine in Filmotype can receive addi- 
tional copy as it is composed. For more 
information and prices, Circle No. 144. 


TABULATING LABELS 


Avery Label Co., 1616 S. California 
Ave., Monrovia, Calif., has developed a 
paper stock for its Tabulabels which is 


superior in smudge resistance. It over- 
comes the problem, in machine account- 
ing and similar applications, of ink smears 
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At last...a nice way, 
a clean way to dust 
with “SCOTCH Brand Dusting Fabric 


“Scotch” Brand Dusting fabric makes messy dust 
cloths and oil rags as out-of-date as high button shoes! 


New fast working ‘‘wonder" fabric with millions of 

tiny dust traps picks up dust and holds it... leaves no 
telitale traii of lint and oily film. 

Soft and pleasant to touch, ‘“‘Scotch’’ Brand's 

non-woven fabric can't scratch or mar the most delicate 
surfaces. But it's also surprisingly tough and resilient 

~and the highly absorbent sheets can be used over and over. 
ideal for desk tops, file cabinets, telephones, lamps 

and fixtures, books, pictures—anything around the office. 


This new disposabie dust cloth keeps your hands clean 


—makes dusting almost fun! 
Handy 30 yard roll gives you 60 generous dusters. 


Try it—“Scotch” Brand Dusting Fabric—and you'll never 
dust with anything else! 











Hate cleaning Who doesn't? But the time does 
TYPEWYIEETS? cone vnen the type gets 


dirty the keys stick together and type like thi si 

Then what do you do? Use a messy solvent that stains 
your fingers A or a gummy putty eS that 
ruins your wise Or a liquid brush cleaner that 
spots you from head to toe? Now there's a brand new 
remedy for this unpleasant chore-—a remedy as 
easy to take as a coffee break. a's "SCOTCH 
Brand Typewriter Cleaner. 1 lets you type 

the dirt away. How easy can life get? All you do is roll 


"SCOTCH" Brand Typewriter Cleaner into your 

machine. .«.@ —~ set the typewriter on stencil and 
strike on oe key several times. YOU'VE DONE IT! 
You've typed the dirt away! And look PON; >] at your 


hands—-they're still lovely to look at, aren't they? 


Best of all, here's news your boss will love = @- 


"SCOTCH" Brand Typewriter Cleaner costs less than 


. ~e 


a nickel ty) per cleaning. So don't é ' forget to 
ad " " 

remind him &. /to get you your SCOTCH Brand 

Typewriter Cleaner No.575 today! 


>>>, 
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making printed data illegible. Tests dur- 
ing the past year indicate Avery Tabu- 
labels cannot be smudged under the most 
severe conditions. In one test a brand 
new ribbon was used and printing could 
not be smeared while the Tabulabels were 
still in the imprinter. Tests were con- 
ducted in actual tab rooms in various 
machine accounting operations. The new 
stock makes Tabulabels more versatile for 
high-speed imprinters used for data proc- 
essing. For More Information Circle No. 
192. 


MAIL & FILE CART 


W. A. Charnstrom Co., 422 South 7th 
St., Minneapolis 15, Minn., offers the 
Charnstrom dual purpose cart for mail 
distribution as well as a mobile filing cab- 
inet. Large rubber-tired wheels, oilite 
bearings and removable axle allow easy 
steering and pushing on irregular floor 
surfaces, and long service. Filing com- 


partments are electrically welded rust- 
proof metal reinforced for rigidity and 


finished in blue-gray baked enamel. Frame 
and uprights are chromeplated, creating 
a permanent finish that blends with any 


office decor. There are no exposed parts 
or surfaces to catch clothing, snag stock- 
ings or mar furniture. Cart is narrow 











VATE) Presents 


@ A NEW IDEA 
@ FOR NEW PROFITS 


The LEARNETTE MODEL for Grade 
Schoolers — with clever new book 
“Johnny Learns to Type” — the Story 
book method of learning — plus kit 
(Key blanks-paper-chart, etc.) — All 
for $69.50* 


LIBERAL DEALER PROFITS 


Exclusive Franchises 
write 


STANDARD VOSS CORP. 


334 E. Weber, Stockton 2, Calif. 


* Plus F.E.T. 









































For More Information Circle No. 297 
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CORNER ROUNDERS 


MODEL 20 


Prices include 


one plug-in 
cutting unit. 








—, 


Rocky Mts, 


Write us for details. 


ADVANTAGES: 


1. Clean-cut 
shearing—no 
chopping. 


2. Self-honing 
knives stay 
sharp longer. 


3. Automatic 
chip disposal. 


4. No bolting 
of knives to 
head. 


5. Change cut- 
ting unit in 3 
seconds. 


6. No replace- 
ment of cutting 
blocks. 


$7g-00 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 337 





' enough to handle easily in narrow aisles, 


yet offers maximum filing space and 
capacity. All filing compartments are 
easily removed for safekeeping. Handles 
at both ends are at easy operating height. 
Sells for $59.50 f.o.b. above. For More 
Information Circle No. 163. 


PHOTOCOPIER 


Burton Mount Corp., 2147 Jericho 
Turnpike, New Hyde Park, N. Y., offers 
the Polymicro Combination Copier, man- 
ufactured in France, which produces glossy 
photos from negatives in ten seconds at 
less than 10c each. Machine makes stat 


or glossy prints, translucent masters, litho- 
graphic proofs, or office copies of any- 
thing in any color that can be seen. Two 
basic sections are combined in one unit. 
Exposure section has contact printer with 
automatic exposure control for 14” wide 
cut sheets or continuous rolls. Chemicals 
in developer section develop, stabilize and 
dry almost immediately, producing per- 
manent copies in seconds. Automatic ap- 
plicator and squeegee rollers make the 
copy instantly usable. Machine can be 
used for proofing film negatives by con- 
tact, or providing paper negatives for 
offset. For More Information Circle No. 
417. 


SELF-ADHESIVE STOCK 


Pressure Sensitives, Inc., 7600 S. Green- 
wood Ave., Chicago 19, IIll., offers a 
large assortment of self-adhesive papers, 
film and foils in stock sizes for custom 
printing. Included are cast coated, C1S 


| litho; vellum, CIS tag, rubber impreg- 


nated, fluorescent, foil, casein coated 
metallic, clear acetate, metalized acetate, 
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Design for a Travel Bureau Executive 


Your company is judged by the office you keep... 


The first impression is a most important impres- luxury that will impress your visitors and make 
sion! Cole Steel office furniture will create the your office an inspiring place to work. See for 
office you want—the impression you want to give. yourself why Cole Steel is so far ahead in the office 
By its rich look, by its integrity of design, Cole equipment field. Free: send for our latest full color 
instantly tells of quiet good taste. Cole equip- catalog...today! Cole Steel Equipment Co., Inc., 
ment creates an atmosphere of comfort and Dept. 27,415 Madison Ave., New York 17, N. Y. 


COLE STEEL 


NEW YORK CITY ¢ CHICAGO ¢ PHILADELPHIA * LOS ANGELES * SAN FRANCISCO * HOUSTON © ATLANTA * TORONTO, CANADA 
For More Information Circle No. 346 
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chievement from Monroe 


MONROE [Ef 


GENERAL OFFICES: ORANGE, NEW JERSEY, A DIVISION OF LITTON INDUSTRIES + SALES AND SERVICE THROUGHOUT THE WORLD, 
For More Information Circle No. 347 
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clear Mylar, metalized Mylar, pure vinyl, 
and convention badge paper. Adhesive 
is protected by a backing paper until 
ready for use. Adhesive release formu- 
lation enables consistent, easy removal 
of backing paper. Both an easily remov- 
able adhesive and a permanent adhesive 
are available. A kit of samples, ideas for 
use, price list and selection guide is avail- 
able to firms equipped to print on pres- 
sure sensitive materials. Write above 
address. 


WALL COSTUMERS 


Bevco-Precision Mfg. Co., 831 Chicago 
Ave., Evanston, Ill., makes Wall Bracket 
Costumers for small waiting areas where 
only a few coats and hats must be accom- 
modated. Hooks are formed to hug the 
tube, making tighter attachment possible 
with a single screw for easier assembly. 
Oval head, countersunk screws give neater, 
more finished, appearance. Sturdily made 


of 1”, 18-gauge tubular steel; finished in 
mirror bright top quality chrome or baked 
enamel in bronze mist, desert sage, ham- 
mered gray, mist green, etc. Available 
in two sizes: No. 403, 3-Hook Wall 
Bracket, 12” high, retails at $3.45. Hooks 
are spaced 120° apart so that each hat 
hangs with a minimum interference with 
hats on other hooks. No. 404 3-Hook 
Wall Bracket, 15” high, retails at $3.95. 
For More Information Circle No. 165. 
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SERIES 


... MODULAR 


Fine WOOD Office Furniture 


The beauty of selected woods, the careful 
construction of fine furniture, and the rigid- 
ity of steel or aluminum pedestal supports 
. all are combined in The Alpha Series 
for carefree, decorative, long-time use. 32 
pieces — 8 desks, 11 functional cabinet 
units, and 13 other accessory pieces — to 
handsomely meet your every office need. 
Features include: Genuine Walnut exteriors; 
steel A-frame or aluminum H-frame leg 
standards on desks — 1” square steel or 
aluminum legs on cabinets (all legs have 
adjustable glides); full extension slide on 
file drawers; extruded aluminum drawer pulls 
(satin brass or satin aluminum finish). 
Write for descriptive folio and dealer’s name 


“BUILT TRUE CLEAR THRU” 
HOOSIER DESK COMPANY 
Jasper, Indiana 


For Mere Information Circle No. 300 
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New A.B. Dick AZOFAX PROCESS 
turns a sheet of lightweight paper 
(and the data written, typed, drawn 


or printed on it) into a duplicating 


master in 4 seconds —automatically. 
Cuts cost of duplicated copies to 


less than 44¢ each. fei A-B:-DICK 
DUPLICATING PRODUCTS 
A.B. DICK and AZOFAX are trademarks of A.B. DICK Company 

For More information Circle No. 339 








a sheet of special paper 
can ease profit squeeze 
and reduce costs 





FIND OUT HOW TO: 


cut the cost of forms printing e get all copies needed of out- 
put from teleprinters, tabu- 
lators and automated busi- 
ness machines 


reduce the size and cost of 
multi-part carbon sets 


free office personnel from 
actual master preparation * speed engineering and 


Rett change paperwork 
use your original copy ta 


image a duplicating master ¢e eliminate costly overloads 
in 4 seconds— automatically on diazo and whiteprinters 


MAIL THIS CARD TODAY FOR FREE 4-PAGE FOLDER 


PHT IE VILLI 


First Class 
BUSINESS REPLY MAIL 
No Postage Stamp Necessary if Mailed in the United States 


Permit No. 1877 
POSTAGE WILL BE PAID BY 


A. B. DICK COMPANY 


5700 West Touhy Avenue 


Chicago 48, Illinois 
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a sheet of special paper 
can ease profit squeeze 
and reduce costs 


FIND OUT HOW TO: 


cut the cost of forms printing e get all copies needed of out- 
put from teleprinters, tabu- 
lators and automated busi- 
ness machines 


reduce the size and cost of 
multi-part carbon sets 


free office personnel from 


actual master preparation * speed engineering and 
ne change paperwork 
use your original copy to 


image a duplicating master e eliminate costly overloads 
in 4 seconds—automatically on diazo and whiteprinters 


MAIL THIS CARD TODAY FOR FREE 4-PAGE FOLDER! 


PETTITTE FLU sy 


A. B. Dick Company 
5700 Touhy Avenue 
Chicago 48, Illinois 


Gentlemen: Please send me, by return mail, your 4-page Azofax 
facts folder. 


Name 
Position 


Organization 


Zone State 





PAPER DRILL 


Challenge Machinery Co., Grand Haven, 
Mich., announces the Challenge Three- 
Spindle Model EH-3 Paper Drill with 
three drilling heads which are easily ad- 
justable for all hole spacings from 3%” 
to 44%”. Designed for use where a large 
part of the work is standard, three-hole 
4%” spaced drilling which constitutes 
about 80% of the average paper drilling. 
Many other types of work can be handled. 
By removing the extra hollow drills, single 
and two-hole drilling can be done. The 
unit has a standard sideguide with auto- 


matic trip. Spacings as close as 4” apart 
can be obtained on consecutive holes. 
Index drilling can be done three holes at 
a time using the adjustable sideguide. 
Model EH-3 also has an_ hydraulically 
operated drilling head which operates at 


30 strokes a minute. All sizes of drills 
from %” to %” can be handled with 
three spindles operating or up to %” with 
one or two spindles. For More Informa- 
tion Circle No. 170. 


PORTABLE POSTING TRAY 


Wilson Jones Co., 209 S. Jefferson St., 
Chicago 6, Ill., announces the Porta-Ref 
portable machine posting tray to house 
machine or accounting board forms in 
smaller offices, or a convenient-size por- 
tion of the records of larger installations. 
In addition to housing accounts receivable, 


< For More Information Circle No. 339 


accounts payable, general ledger and pay- 
roll records, it is suited for cycle and 
charge account billing. Compact, light- 
weight, and easy-to-carry, it has two han- 
dles which turn down, when tray is open, 


to support and prevent tray from tipping. 
When top cover is lifted, tray opens and 
presents the forms for immediate refer- 
ence. To safeguard contents, cover has 
a lock. Finished in tan baked enamel 
with rubber feet to prevent marring desks 
and files. A label holder allows identifi- 
cation of contents. Each Porta-Ref holds 
up to 3” of sheets from 62” x 10” to 
12” x 12”. Wilson Jones also makes forms 
and indexes for the Porta-Ref. For More 
Information Circle No. 125. 


SELF-STICKING LABELS 


Labelon Tape Co., Box 121, Canan- 
daigua, N. Y., announces a self-sticking 
label for laboratories and hospitals or 
permanent indoor usage. MC-L Labelon 
consists of a pressure-sensitive matte ma- 
terial that can be written or typed on and 
covered with an attached clear layer of 
Mylar plastic for permanent protection. 
Particularly adapted for use on round or 
curved surfaces. Mylar covering resists 
water, dirt and sunlight; is not affected 
by grease, oil or acids. Writing under the 
cover cannot be altered or marred in any 
way, and labels resist heat to 300° F., or 
cold to —100° F. Available with borders 
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THE BOSTITCH B-12—MODERN 
EXECUTIVE STYLING WITH A 
FLAIR FOR EFFICIENCY 


and it fastens to fit the job—either permanently or 
temporarily. See this stapler and the “everyday” 
B8R, in their exciting new colors, green and beige, 


in addition to the popular gray and black models. 


AT YOUR STATIONER’S BOSTITCH 
STAPLERS AND ee oe a 


308 Briggs Drive, East Greenwich, Rhode Island 





For More Information Circle No. 268 
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in black, blue, red or green for filing or 
identification and conveniently packaged 
in small tray-type boxes. Sizes range from 


%e” x 1%” to 2” x 3%”. In the smallest 
size, price is Ic per label. For further 
details, prices and samples, Circle No. 
169. 


SPIRIT CORRECTION FLUID 


Perfecopy Co., 9600 W. Ogden Ave., 
LaGrange, Ill., offers correction fluid for 
correcting errors on spirit masters with- 
out scraping. Fluid is said to be faster 
and easier than adhesive strips, coats over 


the error allowing correction to be typed 
on the coating. It is also used for block- 
ing out on spirit masters. Its white color 
assures coverage and proof checking. 
Comes with proper size brush for exact 


application; dries in 40 seconds. Retails | 


for 65c. For More Information Circle No. 
174. 
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IN 10 SECONDS 


Make Completely Finished 


GLOSSY PRINTS 


Perfect for Reproduction 


STAT PRINTS 


On Matte or Glossy Stock 


LITHO PROOFS 


Or Negatives to “Burn” Plates 


TRANSLUCENT MASTERS 


For Diazo Machine 


“Microfilm Enlargements 


From Roll or Aperture Cards 


ENGINEERING COPIES 


Of Whiteprints and Blueprints 
All Up To 42° Wide 


With the Incredible 


POLYMICRO 


Universal Copier 


An Instantaneous Low Cost Photo- 
graphic Process With Unbelievable 
Quality! No Darkroom Needed! Holds 
240 Line Screen —No Fill! Sneet or 
Roll Paper Stocks For Every Purpose. 
Ideal For In-Plant Reproduction and 
Graphic Arts Departments. So Simple 
To Operate! 


Write Today For Complete Detai/s, Dept. N-] 


am 


Burton Mount Corp. 


Exc/usive US Distributor 


2147 JERICHO TURNPIKE 
NEW HYDE PARK, NEW YORK 
Ploneer 1-7770 


For More Information Circle No. 301 
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OFFSET PLATE GUM 


Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y., introduces a dual-pur- 
pose chemical solution, 862 Gum-Etch, 
formulated to improve results obtained FOLDING TABLE & CHAIRS 
with Granekote mechanically grained, pre- Midwest Folding Products, Roselle, Ill., 
sensitized offset plates. When used for announces the Midwest Du-Honey 112 
gumming, it prevents lacquer image from portable folding table with piggy-back 
blinding out. Used as a plate etch, it storage feature to solve space, time and 
speeds ink pick-up on the press and helps dust problems. Midwest built-in storage 
eliminate reproduction of scratches and rack holds 12 standard folding chairs with 
fingerprints from handling plates during the table. Once table is loaded, entire unit 
- ———________— _ can easily be 

i moved in and out 
; of storage area. Be- 
Dacian cause chairs are 


see md Single Pedest é 
2 ay * ange Cotoctel stored vertically, 
less surface area is 


ce Rotor-File Desk 
Addy es aed ; 
Data Card Rotor-File exposed to dust, 


processing. For More Information Circle 
No. 168. 


oe and chair seats and 
backs are protect- 


—E 


NEW PROFITS 
with WASSELL WORK 
ORGANIZERS 


Wassell revolving files bring the 

work to the clerk: 

¢* Turn walking hours into 
working hours 

¢ Save up to 50% of filing time 

¢ Increase accuracy, efficiency 
and clerk morale 

And another big saving: Wassell 


Multiple — Desk Rotary 


*\\ 
‘a @ 
207, 


t) 


VIG 
Gaia 


\\ 
oon 


ed from dust ac- 


Work Organizer revolving files save 
up to 40% in floor space. Send 
for your free literature on Work 
Organizers for the Sixties. 


WASSELL ORGANIZATION INC. 


DEPT. 0-8, WESTPORT, CONNECTICUT 


For More Information Circle No. 302 


cumulation. Piggy- 
back storing is 
ideal for convert- 
ing any multipur- 
pose room into a 
cafeteria, lecture 
hall or auditorium 
in less time. Tables 
can be stored in a 
vertical _ position. 
For More Infor- 
mation Circle No. 
146. 
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...NOw...IU'S as easy to 
open as It Is to use... 


TRIAD Paper's clean, compact 

texture and crisp appearance bursts 

into instant readiness with a light |) 9 
tug on the new ‘easy-open’ tab. é. 
Thus, TRIAD Fine Printing 

Papers are complimented in their 


quality, appearance, and performance | t 
with time-saving availability. p 


we, 
| ...and it’s open 
) i You will enjoy the 
simplicity and convenience 
| ® of this new opening 


; - method. No more broken 
bond emimed “d U D | | cator finger-nails or lost tempers 
in getting the paper 
A note to us on your letterhead will from the wrapper to the 
bring you samples plus the name of machine. Your TRIAD 
your nearest dealer. dealer will be glad to 
| show you. 








G R OV ETO N vail Company 


GROVETON, NEW HAMPSHIRE 


For More Information Circle No. 387 
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STORE’EM 


PRONTO 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 
20 DIFFERENT SIZES 

a size for every office record 


LETTER ag CHECK 
SIZE tad SIZE 


Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


r 
| PRONTO FILE CORPORATION 
| 415 Madison Avenue, New York 17, N. Y. 


| (0 Please send me your latest Pronto catalog. 
CD Have your representative call for demonstration. 


| Name 
| Address 
| City Zone State 











I 
eS e BR ERRKAS CREE UHR SKRAE Sm 
For More Information Circle No. 303 
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CARBONS & RIBBONS 
American Stencil Mfg. Co., 2714 Wal- 


| nut St., Denver 5, Colo., announces that 


Sure-Rite NuClear typewriter ribbons are 
available in a transparent Select-O-Pak. 


| The NuClear line consists of X80 Nu- 


Clear process-back, non-curling carbon 
paper with silver and blue backing, and 
NuClear miracle-synthetic fiber typewriter 
ribbons. Packed in either Sure-Rite’s all- 
metal container or the transparent Select- 
O-Pak, standard size NuClear ribbons sell 
for $11 per doz.; $17 per doz. for IBM 
typewriters. NuClear carbon paper, 
packed in a flip-top box, is $2.75 per 
hundred, letter size; $3 per hundred, legal 


| size. For More Information Circle No. 


151. 


PHOTOCOPIER 


Rovico, Inc., 320 Market St., Newark 
2, N. J., announces a Fotomate 10” model 
which is completely automatic. A dis- 
posable cartridge containing developing 
fluid is easily placed in the machine. Then, 
by the simple push of a lever, it automat- 
ically fills and empties the developing 
trough for automatic fluid control. Unit 
offers advantages of a dry machine and 
can make photo-exact, sharp, maximum 
contrast and permanent copies of any- 
thing the eye can see. The portable 
machine weighs 13 Ibs. and is styled in 
pastel beige to blend with any office decor. 
The Rovi-pak disposable plastic cartridge 


For More Information Circle No, 218 —~ 





COIN CHANGERS 


for use with office 
vending machines 













direct 
factory 
dealerships 
Save Time 
Save Money nie) MLE EL: 


Eliminate a perpetual 
management “headache” 





on these two 


Easy to sell direct 
to management or to 
vending operators profitable 


Available to change 


50¢, 25c, 10¢ or 5¢ new products 


into any pre-established 
change combination 
needed. 


Low cost « portable + electric STANDARD CHANGE-MAKERS, INC. 


COIN COUNTER 422 E. New York St., Indianapolis 2, Indiana 


Gentlemen: 


AND SORTER Please send complete dealer information on: 


. Standard Change-Makers 
Standard Change Counter & Sorter 


NAME TITLE 
COMPANY 
ADDRESS 


CITY 


Ideal for offices, 

small banks, schools, 
newspapers, institutions, 
and for handling change 
from vending machines 


Precision-built *« durable 


Counts and sorts 15,000 
coins per hour 


Fast « easy to operate 





World's largest manufacturer of separate 5¢, 10¢, 
Easy to sell at only 25¢ and 50¢ coin changers. District offices in 18 
$199.00 cities throughout the United States and Canada. 


NO DOG EARS 
ON PARSONS 
INDEX BRISTOLS 


. and this is another good reason why experienced 

buyers of office forms specify PARSONS for ledger 
cards, forms and other records on 
Index Bristol 
PARSONS Index Bristols — and Ledger 
Papers — are all made as solid sheets, 
not pasted. This means no glue lumps or “‘dry 
holes — no split or “dog-eared” corners 
PARSONS papers perform well in your 


machines, in your files and on your printer's 
: PARSONS MECHANO FORM 


Ledger and Index (50% new 
cotton fiber) offer the widest 
range of colors, weights and 
sizes. Check this Sample 
Book No. 184 (available on 
request from Parsons). Then 
tell your printer what you want. 


presses. These are reasons why you 
and your printer will like PARSONS papers 
Greater office efficiency? . . . lower replacement 
cost for key forms? . . . better records? 
You bet! If you don't use PARSONS 
now .. . specify a PARSONS Index 
Bristol for your next office form 


then judge for yourself 


PARSONS KING COTTON SINCE 1083 


ae PARSON? 


PARSONS INDEX & LINEN LEDGER 


DEFENDUM LEDGER 


MECHANO FORM INDEX & LEDGER PAPERS 
ARKON INDEX 


DURABLE LEDGER 
NATIONAL VULCANIZED FIBRE COMPANY 


’ PAPER HOLYOKE, MASSACHUSETTS 


For More Information Circle No. 238 


CREST INDEX & LEDGER 
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eliminates all chemical handling and pro- Placed between two people, its suction 
longs solution life. The Rovico Fotomate removes smoke, possible cold germs and 
10” model is a high speed photocopier, any unpleasant odors. Placed on _ the 

corner of a table, it will remove smoke at 


can be used in the most modernly lighted 
offices, costs $99.50. For More Informa- 
tion Circle No. 150. 


DESK FAN a conference. Fan weighs 1% Ibs. and 

McLarty Systems, 2600 Dickman Road, is 542” square; may be kept in desk 

Battle Creek, Mich., offers a desk fan drawer. Safe and quiet running; tilts full 

with jet type blades that spread the air 90°, operates on 115-volt 60-cycle AC, 

evenly so there is no direct draft. The fan costs $12.50. For More Information Circle 
will not blow hair or papers, yet cools. No. 204. 


ATT: OFFSET DEPT. CLEAN INK ROLLERS THIS 
NEW WAY! 
with 
Speedy Mat 


LINT FREE 


CLEAN | UP SHEETS 


| 
! 
| 
| 
| 
| 
| 
| 
| 
| 
WITH ADDED WET STRENGTH 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 








0 
Slotted 
© 
© © © Oo Oc hag 

















For only a few cents . . . eliminate the 
messy chore of hand cleaning your ink 
rollers. They are clean in minutes. 


Str. Edge 


The Most Complete 
Range of 
Sizes and Styles 


FOR ALL OFFSET 
DUPLICATORS 


| Multilith  Photostat - ABDick + ATF 
| Copolith - Davidson - Miehle 17 


Write for free samples and the name of 
your local dealer 





DIRECT IMAGE 


corporation 


| 
| 
| 
| 
| 
I 
| 
| 
| 
| 
| 
| 
| 
| 


‘R) 
3311 W. BEVERLY BLVD., MONTEBELLO, CALIF. 





For More Information Circle No. 304 
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GET THINGS DONE 
WITH GOOD SYSTEMS 


LEARN 


Work Measurement 
Survey & Analysis 
Organization Planning 
Systems Concepts 
Procedures Writing 


Techniques and Tricks of 
the Trade 


Systems Reports 


How to Run a Systems 
Department 


A new 50-week on-the-job course 
covers 17 basic areas in systems 
work. Prepares you for promotion. 
Helps you train assistants. 


This organized plan is a formal 
course, developed by The Founda- 
tion for Administrative Research, 
conducted by professional systems 
teachers. Fee $375* complete. 

*Price subject to change without notice. 


This course is marketed by the pub- 
lishers of Systemation Letter, a semi- 
monthly bulletin on systems trends and 
techniques. 


WRITE FOR 
Portfolio 2000-O2F 
“Orientation in Systems” 


ROSS-MARTIN company 


P.O.BOX 800, TULSA 1, OKLAHOMA 
For More Information Circle No. 305 
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PUNCHED CARD GLUE 


Glue-Fast Equipment Co., 9 White St., 
New York 13, N. Y., offers a glue for 
adhering tabulating cards to cartons, 
cases, etc. Developed for use with label 
gluers which apply a thin, even film of 


glue to the back of a punched card, ready- 
for-use GF-55 liquid glue makes it pos- 
sible to use these cards as address shipping 
labels, product identification labels, in- 
ventory control data labels, etc. For a 
bulletin on the use of this glue, Circle 
No. 134. 


PORTABLE TYPEWRITER 


Admiral Typewriter Corp., 244 Madi- 
son Ave., New York 16, N. Y., announces 
the Admiral compact portable. It has 
a D-jam key which releases keys jammed 


on the platen, two-color ribbon and vari- 
able linespacer. Platen is solid rubber for 
longer life and more uniform character 
reproduction. Other features of the Ad- 
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Reduced-scale offset masters are made in less than 2 minutes with 
ollice camera and Kodak Ektalith Loader-Processor (shown above) 


Wholesale distributor improves catalog quality, gets 
offset masters twice as fast with Kodak Ektalith Method 


Keeping a 14,000-item catalog up-to-date 
— notifying salesmen and customers 
promptly of price changes and new prod- 
ucts —is now a much easier job for Wesco 
Merchandise Co., Los Angeles. 


Name a household product—chances 
are Wesco sells it. And every day, it seems, 
the mailman brings new folders and price 
lists from manufacturers. This data must 
be condensed, art paste-ups made, and off- 
set masters turned out. Here’s where the 
Kodak Ektalith Method takes over. 

High-quality offset paper masters (re- 
duced, enlarged, or same-size) are pro- 


KODAK 


duced in full room light with office 
camera and Ektalith Loader-Processor. 


Just three simple steps: Expose . . . Process 

. Transfer—and an offset master is 

ready in less than two minutes. No delays 

to remove shadow lines or background. 

Also, a greater variety of work is handled 
—including solids, colors, halftones. 


For free booklet phone local Kodak 
Ektalith Dealer, or write 
Eastman Kodak Com- 
pany, Photo Reproduc- 
tion Products Division, 


Rochester 4, N.Y. 


* 
N=eta lit ] } ...puts you ahead in offset duplicating 


For More Information Circle No. 242 
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(Office Workers Want It... Naturally!) 


For Erasing PENCIL, INK, 
BALL POINT, TYPEWRITING 


WELDON ROBERTS No. 800 JET TR:-O, 
attractive, convenient, versatile. Contains one 
each of 3 luxury-texture rubber eraser stic!.: 
each over 4!/2" long, for erasing almost any 
writing. Each in attractive, individual, trans- 
parent plastic holder with pocket clip. Con 
venient size and shape. Set contains: 


No. 825 JET ERASER. With fine red rubber stic' , 
for pencil erasing and cleaning; 

No. 827 JET ERASER. 
rubber stick, for 
business 


With business-like grav 
erasing ink, 
writing; 
No. 838 BALL POINT JET. 


Point” formula green 
point erasing. 


typewriting 
machine 


Special “Ball 
rubber, for ball 


Holder tips unscrew so eraser sticks can 
be moved outward. Not a 


gadget, 
PLUS 3 REFILLS, 


one for each texture 


mechanical 


Set in smart, transparent plastic 


case only 534" x 2" x 59". Excep- 
tional for time-saving desk duty. 
Fits conveniently in pocket or brief F 
case. An excellent, inexpensive gift. | 
ORDER YOUR JET TRIO SET OR 
SETS TODAY. ONLY $1.00 EACH, 
POSTPAID. Use the coupon. 


WELDON ROBERTS RUBBER i? 
365 Sixth Avenue, Newark 7, N. 


Enclosed find check or money order for $ 


covering Jet Trio Desk Set(s) 


Name 
Firm 
Address 
City 


miral are light weight, stencil-cutting key, 
margin stops and collapsible paper sup- 
ports. Designed with an enclosed fiat 
bottom, the machine lends itself to lap- 
typing. Low retail price includes carry- 
ing case that doubles as an overnight bag 
or attache case. For More Information 
Circle No. 159. 


FOLDING TABLET ARMCHAIR 


Clarin Mfg. Co., 4640 W. Harrison St., 
Chicago 44, Ill., announces that the Clarin 
6400 has design changes and structural 
improvements which make it “practically 


indestructible.” The tablet arm snaps firmly 
into open position, or down and out of 
the way. This chair for meeting or assem- 
bly rooms is available in plywood or up- 
holstered in a variety of decorator mate- 
rials and colors. For More Information 
Circle No. 164. 


MOTEL SAFES 


Schwab Safe Co., Lafayette, Ind., an- 
nounces the addition of a Motel Safe to 
its line of insulated products. This is 
designed and manufactured to assist man- 
agers and owners of motels and hotels to 
comply with the innkeepers’ law which 
requires he furnish protection for guests’ 
valuables. It is equipped with 12 safety 
deposit boxes, each controlled by two 
keys. A Class E money chest is anchored 
in the bottom of the safe for protection 
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New from OXFORD ... 
-IN- J BINDAFILES! 


A BINDEF —An Oxford 


Bindafile drawer has built- 

in flexible posts for quick 

threading of punched 

forms. For ready reference 

you just pull out the draw- 

er and take the binder to 

your desk. There’s no cover 

to get in your way or take i 

up desk space and flexible : AVAILABLE IN VARIOUS SIZES 
posts permit easy access to FOR ALL PUNCHED OFFICE FORMS 
all papers without remov- 

ing them. 


A FILE—The drawer fits into a shell, 
giving complete dust protection to pa- 
pers. Drawer front has a large label for 
instant identification . . . just pull it out 


by the ring handle and you have the 
file of the papers you want. No more 
piling old-style binders on dusty shelv- 
ing, no more shifting binders to get 
at the one you need. 


A CABINET— Oxford Bindafiles stack 
and lock together into batteries, elimi- 
nating expensive shelving. And you can 
maintain strict sequence of filing, be- 
cause the drawer you remove goes right 
back where it came from! 


7a 
poyauag 


Oxford Filing Supply Co., Inc. 
Garden City, N.Y. 


In Toronto, Luckett Distributors, Ltd. 


OXFORD FILING SUPPLY CO., INC. 


? 15-8 Clinton Road, Garden City, N. Y. 
J 0 rd Please send all information on Bindafiles 
. plus FREE Oxford Catalog. 


& 
UL, FIRST NAME 


ane FIRM 
ADDRESS 


ad i ata CITY ZONE ___STATE __ 
Name of your Oxford Dealer nes 

















For More Information Circle No. 345 
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TOP QUALITY 
WHITEPRINT COPIES 
at a saving with... 


Patapar. 


TRANSLUCENT PARCHMENT #44-45 
The new Whiteprint Copy Master 


All over town—Paterson’s new Intermediate 
Weight Whiteprint Copy Master saves money. 
Yet copying speed and reproduction quality 
are exceptional. 

Here Are More Reasons Why You'll Want 

This Superior Copy Master: 

1. Visual opacity approaching that ofa regular bond 
2. A bright, white surface for contrast 

3. Strength and weight for repeated runs 
through your whiteprint machine 

4. Makes a perfect letterpress or lithographed 
business form 


5. Satisfies a need that up to now could only be 
filled by higher priced or impregnated papers 


PATERSON PARCHMENT PAPER CO. 


Bristol, Pennsylvania 
NEW YORK, N.Y. CHICAGO, ILL. SUNNYVALE, CALIFORNIA 


Are you now using an Oczalid, 
Bruning, Peck & Harvey, 
Revolute, Pease or any other 
diazo type whiteprint 
machine? Send for free 
samples of new Intermediate 
Weight Patapar Translucent 
Parchment 44-45 Whiteprint 
Copy Master. 
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of money and other valuables. Ample 
space is also provided for the storage of 
records in an Underwriters Laboratory 


Class C fire safe with Underwriters T-20 
and relocking device label. There is a 
size available of this model safe for any 
application. For More Information Circle 
No. 148. 





VISUAL 


MAGNETIC 
meen CONTROL 


MAGNETS M MOVE FASTEST—& EASIEST—OF ALL! 


ye = gud | tal for 

ales e Production 

Charts e Personnel BROCHURE 

Maintenance e Scheduling OF-8 
Machine Loading 


38 Visual Presentations 
COLORFUL. MAGNETS 
INCLUDING |oRGANI R ACTION 
MAGNETIC " SH aw re $ ” 


INST. 
ELEMENTS | cer'THE JOB DONE ON REQUEST 


|Methods Research Corp. 


105C Willow Avenue, Staten Island 5, N. 


Priced From | From PRICES & 











For More Information Circle No. 308 
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PEN & PENCIL SET 


Gardner Stamp Co., 166 S. Washington 
St., Wilkes-Barre, Pa., offers the 400-S 
Prest-O-Rite Pen & Pencil Set. Pen has 
oversize clear view cartridge with Grippit 


ballpoint which writes through grease and 
perspiration. Metal Protect-O-Point pre- 
vents ink smudging and guarantees long 
life. Has smooth top action mechanism, 
Formulabs pretested ink, chrome or gilt 
caps with metal plungers and points to 


HOLLAND INK 
COLORS 


WRITE FOR OUR LATEST 
COLOR SWATCH BOOK 
UNIQUE LAYOUT SHOWS 2 COLORS & TINTS ON PAGE 
FIRM 
ADDRESS 
CITY 
ATTENTION 
0 EQT: OFFSET 
0 1250 











TITLE 
OLETTERPRESS CIBOTH 
CO ease (1251 CILARGER PRESS 





UNION AND LIBERTY STREETS. MINEOLA, NEW YOR 


For More Information Circle Ne. 309 





match, and fine quality mechanical pencil. 





Greoting § 


Dear Jim: 


Do it the “BUSINESS-LIKE” way 

with a .e. 

GOES HOLIDAY LETTERHEAD. 

Every year ... for —_ years 
r company has use 

GOES HOLIDAY LETTERHEADS 

at the end-of-the-year for ... 

four reasons. 

1... A letter ... ona 

GOES HOLIDAY LETTERHEAD 

is the FRIENDLIEST way we know 

to wish all our friends the 





very best. 

2.-- A letter ... on a 

GOES HOLIDAY LETTERHEAD 

is just about the LEAST yo 
EXPENSIVE ... yet MOST EFFECTIVE 
way we've found to do this im- 
portant goodwill building job. 
3... A letter ... ona 

GOES HOLIDAY LETTERHEAD 

is truly a thing of BEAUTY. 

4 or 5 colors. Usually 

with the added eye-appeal of : 
gold. We always get harmonizing 
envelopes to go with our 
selection made from 

58 DELIGHTFUL HOLIDAY DESIGNS. 
4... Our printer ... and, I am 
sure, your printer has samples 
of the new 

1961 GOES HOLIDAY LETTERHEAD LINE. 
He will be glad to show them 


to you. . 
Rw 


Call him today. 
P.S. Attention Printer: 
If you have not already received 


Cordially, 


| Medium point, blue ink only. Costs $1.50. 
Money back guarantee. For More In- 
formation Circle No. 181. 


PHOTOCOPIER 


Speed-O-Print Corp., 1801 W. Larch- 
mont Ave., Chicago 13, Ill., announces 
the Model 15-A photocopier, a lightweight, 
portable unit for oversize documents and 
records up to 15” wide. Can be used 





anywhere. Easy to operate without mixing 
or measuring. Clean 48-oz. Redi-Pak cart- 
ridge fits into back of machine, conserves 
| developing fluid when unit is not in use. 
Also accommodates 32-o0z. cartridge to 
prevent waste when used for normal-width 
documents. Price is $199. For More In- 
formation Circle No. 114. 





CIRCULAR SLIDE RULES 


Controller Calculator Ltd. Co., 35 Schil 
lerstrasse, Munich 15, West Germany, 
offers the Controller calculating disk for 
calculations such as percentages, propor- 
tions, discounts, 
currency exchange, 
etc. Circular de- 
sign gives “infi- 








your 1961 GOES HOLIDAY LETTERHEAD 


samples. They're FREE. Send 
request on your letterhead. 


LITHOGRAPHING Co. 


42 WEST 61st STREET, CHICAGO 21, HLL. 





168 


For More Information Circle No, 307 


nite” readings 
since, with one 
setting, all answers 
to questions of the 
Same type and 
series are avail- 
| able. Model 75-R, 
with reciprocal and square root scales cor- 
responding to a 9%” slide rule, is pocket 
| size (less than 3” in diameter). Model 
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- precision 
typewriters 


Standard 
Office 
- Typewriter 


Meet the Olympia Family of Precision 
Typewriters—preferred the world over for 
their quality, value and ease of operation. 
There’s one designed for every typing 
need — whether for office, home, school 
or travel use. Each features the finest in 
typing aids—from convenient half-spac- 
ing to exclusive spring-cushioned key- 
tops. Precision-built to the highest 
standards in Europe’s largest, most mod- 
ern typewriter factory. See—test—com- 
pare an Olympia before you decide on 
any other typewriter. You Fina Your Nearest 
wil find Olympia a solid — | 
investment in efficiency. 


... Write 
best of all 


»e» because 


they’re built 


best of all 


* DeLuxe 


Portable’ 


OLYMPIA DIVISION, Inter-Continental Trading Corporation, 90 West Street, New York 6, New York 
For More Information Circle No. 223 
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CLEAR EXTRUDED PLASTIC 


Index Tabs * Price Tags * Etc. 
In Transparent Colors Too! 


More than a million pounds of these 
modern plastic components have been 
furnished to the office equipment in- 
dustry to date. 

We design and make dies for extruded 
plastic protective transparent covers, 
holders, file tabs. 


Consult with us on your requirements. 


YATES 


COMPANY 


2209 Peninsula Drive, Erie, Pa. 
For More Information Circle No. 310 


170 








| Div., Hampton, S. C., 
| for office partitions, dividers in reception 


110-R, corresponding to a 13%” slide rule, 
is 411/32” in diameter. Model 2 with 
cube and square root scales and Model 
200 R with reciprocal and square root 
scales both correspond to a 235%” slide 
rule, are 7%” in diameter, and each comes 
in a case. For More Information Circle 
No. 155. 


TYPEWRITER DESK-STAND 


H. A. Steger Co., 822 Spruce St., St. 
Louis 2, Mo., announces Slide-A-Shelf 


for standard and electric typewriters. This 
makes a secretarial desk of any office desk 
by attaching it to the top left or right-hand 
Height is adjustable, and it folds 


drawer. 


} 


for easy storage. Sturdy casters permit 
smooth sliding back and forth as drawer 
is opened, maintaining continued use of 
all drawer space. Typing area is 16” x 26” 
with other lengths available on request. 
Colors are gray, tan and mist green with 
choice of tops in Masonite, rubber and 
Formica. Prices, eastern zone: Masonite 
top, $18.95; rubber top, $19.95; Formica 
top, $21.95. For More Information Circle 
No. 178. 


PARTITION PANELS 
Electric Corp., Micarta 
announces a panel 


Westinghouse 


rooms and lobbies, washroom separators, 
etc. With surfacing of durable, mainte- 
nance-free decorative plastic laminate, 
panels offer a choice of styrofoam or chip- 
board core. The sandwich is made by glu- 
ing 1/16” Micarta to both sides of the 
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_*PUTS THE 
REPRODUCTION 
OF COPY 
el NN 
/NUnne) PWale 
BASIS? 


CHARLES HUESTIS 
Treasurer and 


Director of Finance 








Copyflo® 11 Printer saving Hughes $300,000 a year 


A Copyflo 11 continuous printer is saving 
Hughes Aircraft Company more than $300,- 
000 a year in the reproduction of engi- 
neering drawin correspondence, reports, 
and administrative documents. Engineer- 
ing prints, however, form the bulk of the 
copying work. 

So fast is the Copyflo continuous print- 
er in comparison to manual reproduction 
methods previously used that Charles 
Huestis, Hughes’ treasurer, says, “It puts 
the reproduction of copy on an automatic 
basis.” 

This is scarcely an overstatement. A 
Copyflo continuous printer automatically 
turns out a different 814"x11” print every 
three seconds, an 11”x17” print every six 
seconds. 

A Copyflo continuous printer automati- 
cally produces—at the rate of 20 linear feet 
a minute—dry, positive prints or offset pa- 
per masters, ready for immediate use. The 
machine operates on the principles of 
xerography—clean, fast, completely dry— 
copying anything written, printed, typed, 
or drawn. 

Copyflo printers reproduce from original 


documents or from microfilm. They en- 
large, reduce, or copy size to size, and use 
ordinary paper. 

The volume of your daily copying may 
well justify a Copyflo continuous printer, 
too. Why not find out now how much you 
can expect to save in time, money, space, 
materials? Let 
our trained sys- 
tems and proce- 
dures man make 
a free analysis of 
your paperwork- 
duplicating 
needs. Write 
XEROX CORPORA- 
TION (formerly 
Haloid Xerox 
Inc.), 61-223X 
Haloid St., Roch- 
ester 3, N. Y. 


Branch offices: 


principal U. S. 
and Canadian 
cities. Overseas: 
Rank- Xerox 


Ltd., London. CORPORATION 


push the 
button and 
copies 
flow! 


For More Information Circle No. 265 








Your company 
communications gain 


better 
comporaie 


identity 

when you use 
Epic 
Executives 


Regular & Outlooks 


the new, 














executive style 
envelopes for 
modern business. 








FREE SAMPLES. One basic business envelope made 
of bright white paper in a variety of styles and sizes 
simplifies inventory problems while adding corporate 
identity and prestige to your business communica- 
tions. Ask your printer or paper merchant for free 
samples of Epic Executives, or write Dept. TX-3, 
United States Envelope Company, 21 Cypress St., 
Springfield 2, Mass. 


gre UNITED 
BUSES STATES 
de %4..»", ENVELOPE 


GENERAL OFFICES: SPRINGFIELD 2, MASS. WORCESTER * SPRINGFIELD 
T.M, Applied for HARTFORD * ROCKVILLE *« NEW YORK ¢ METUCHEN © ATLANTA « INDIANAPOLIS 
by U.S. Envelope Co. CHICAGO * WAUKTCAN ¢ DALLAS © LOS ANGELES © SAN FRANCISC( 


For More Information Circle No. 243 
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core. Trimmed after gluing to remove 
glue bead and square the edges. Partitions 
are simple to install and adjust, with 
custom cutting at the site of installation. 
The panel with styrofoam core is recom- 
mended for _ off-the-floor application. 
Sound attenuation factor is approximately 
25 decibels. Deflection under load is %2” 
for standard panel with 170 lb. load in 
center. Weight of a 134” thick panel is 


2.2) ibs. per sq. ft. Panel with chipboard 
core is recommended for floor-to-ceiling 








Torpedo 18 


Preferred by all because of 

its reliability, attractive design and 
unexcelled number of operating 
features 


application. Sound attenuation factor is | 


approximately 35 decibels. Deflection 
under load is 5/16” for standard panel with 
170 lb. load in center. Weight of a 1354” 
panel is 4.78 lbs. per sq. ft. Both panels 
come 47%” x 96%” or 35%” x 95%"; 
1 9/16” and 134” thick; in eight wood 
grains, eight decorator shades and eight 
patterns. Altogether 64 colors are avail- 
able at approximately $1.50 per sq. ft. 
For More Information Circle No. 167. 


INCINERATOR 


Majestic Co., Huntington, Ind., an- 
nounces the Majestic Model CSO smoke- 
less and odorless gas-fired incinerator of 
6 cu. ft. capacity. Wet or dry burnable 
refuse including trash, garbage and other 
organic materials to be disposed of, is 
dropped through the 24” x 14” top door 
into the combustion chamber where a 
broad, flat flame concentrates heat over a 
wide area for efficient combustion. An 
automatic timer control offers wet, me- 
dium or dry settings for firing in ac- 
cordance with moisture content of the 
lead. Pilot and burner are adjustable for 
use at any elevation with natural or LP 
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DYNACORD 


the new office typewriter with basic 
new features and modern styling 


| and finish in perfect harmony 


Dealer Distributorships open 


| 
| &. 
| Torpedo Biromaschinen Werke AG 


| Frankfurt/M.-Roedelheim 
| Founded 18% Western Germany 


For More Information Circle No. 311 
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LOOK TO 


OFFICE AIDS 


for the finest...first! 


HANDI-PEN DESK SETS. Sleek, 
slim, sturdy! Famous ‘‘Capillary 
Action’’ holds ink at proper 
level — assures constant supply. 
Colors available. 


Ideal Sanitary Moisteners. 
Designed for convenience, 
efficiency. 


No-Over-Fio Sponge Cup. 


Has surplus water compart- 
ment. Convenient, cleaner. 


**Build Up"’ Flexible Steel 
Horizontal Kleradesk — 
Desk Tray. 


Flexible Steel 
Kleradesk — 
Model 6V 


i he REP P : 
9 ne 


File-A-Sist 
Speeds 
Filing 


Cata-Rack 
for Catalogs 
and Books 


Sectional 
Organizer 


Write today for full information and prices. 


12-8 Sengbusch Building 
Milwaukee, Wisconsin 
For More Information Circle No. 312 


gas. Construction features include a 1” 
thick firebrick combustion chamber, a 
heavy cast iron grate and cover assembly, 
efficient burner that delivers a total out- 


put of 75,000 Btu and a complete gas 
safety shut-off. Unit stands 44%” high 
and has a diameter of 29%”. For More 
Information Circle No. 136. 


LOOSE LEAF REINFORCEMENT 


Leafsaver Co., 19 West 44th St., New 
York 36, N. Y., offers Leafsavers, “self- 
sticking, no licking” pressure-sensitive 

ee ee Te 





FOR LOOSELEAF PAGES 





loose leaf reinforcements in continuous 
form. They come in a self-dispensing pack- 
age and retail at 100 for 20c. Attractive 
two-color display carton contains two 
dozen packages. For More Information 
Circle No. 188. 
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Remarkable new Accogrip 


This is an instant binder. It secures your papers yet you 
don’t have to punch holes. 


Secures as it organizes 


Accogrip is a spil!proof desk organizer. Lets you quickly 
put away any papers you work with. Yet keeps them 
readily accessible at your desk or work table. Holds one 
sheet or hundreds (up to %” capacity). Ideal for _let- 
ters, bills, memos, photos, reports, records, catalogs, 
blueprints, job sheets, legal or accounting papers—any 
size sheet. 


s 
Grips papers instantly 
Opens and closes at a touch of the finger. Keeps papers 
instantly on tap. Grips without marring. 


Which style for you? 

Letter, legal or special sizes. Clamp positioned side or 
top. Genuine pressboard in a range of colors. At your 
stationer’s now 


ACCOGRIP 


ACCO PUNCHLESS BINDER 


ACCO PRODUCTS A Division of Natser Corporation, Ogdensburg, N.Y. @ In Canada: Acco Canadian Co., Ltd., Toronto 
For More Information Circle No. 236 





COPIER EXPOSURE GUIDE 


Minnesota Mining & Mfg. Co., Dept. 
L1-262, 900 Bush Ave., St. Paul 6, Minn., 
announces a compact exposure guide to 
help the operator select exact dial settings 
for making copies on Thermo-Fax Four- 
teen copying machines. A glance at the 


guide, mounted just below the on-off 
switch, tells what dial setting to select 
for the type of copy paper being used. 
Exposure guide kits are available for 
mounting on machines already in use, and 
are optional on new models. For More 
Information Circle No. 132. 


RITE-LINE copyruoiper 


TAKES COPY UP TO 20° 
© PROMOTES ACCURACY ¢HOLDS NOTEBOOK 
e@ INCREASES PRODUCTION FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet Suing 
RITE L'NFE COP YH! DER 





e SAVES EYESTRAIN 


RITE-LINE CORPORATION 


Or Lo va mekialialehiclsie helen ©) 
For More Information Circle No. 313 
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CONTINUOUS FORMS SPLICER 


Tedlar Co., Box 426, Huntington, N. Y., 
offers the Tedlar Joiner which speeds pro- 
duction by eliminating short strips of 


forms, provides uninterrupted feeding of 
forms of any width up to 14%” for use 
on tabulators and high-speed printers. Pre- 
cision engineered of heavy Bakelite, brass 
and Dural, it sits on rubber cushioned 
legs, measures 16” x 18” x 3%”, costs 
$79.50. Gear shift handle adjusts joiner 
pins to correct width of punched holes. 
Strip of pressure sensitive tape is applied, 
adhesive-side up, to pins. Train and lead 


Sparkling Reproduction 


* from your 
Multilith 


* 


Sparkle-Lith 
Jumbo Oscillating Shell 


Get sparkling halftones; brilliant sol- 
ids. Sparkle-Lith won’t strip nor glaze! 
Perfectly transparent; makes cleanup 
easy even from dark to light colors. 
Tremendous recovery power. Previ- 
ously available only on T-51 Color 
Press, now everyone can have. Install 
on 1250 or 1250W Multilith in 5 min- 
utes. Only $26.50. Write today for 
free folder. TOWNSEND INDUSTRIES 
INC., Dept. F, Altoona, lowa. 


For More Information Circle No. 314 
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a 
MAC KINAC 




















JOB-READY 


nes PAPERS 


The line with the right paper 1 for each job | 


The MACKINAC trade mark is the symbol of 
the BUSINESS PAPERS line that spans the 
field—providing exactly the right paper to work 
fast and accurately on high speed office printing 


The 7 Grades of 
MACKINAC Business 


Papers are: 


MACKINAC 
MACKINAC 
MACKINAC 
MACKINAC 
MACKINAC 
MACKINAC 
MACKINAC 


BOND 
DUPLICATOR 
MANIFOLD 
MIMEO 
OFFSET 
OPAQUE 
VELLUM 


and duplicating machines. You get unprece- 
dented results, because MACKINAC Job-Ready 
Papers are designed for job perfection. You 
have a choice of white and six bright colors in 
six grades: VELLUM is available in white only. 
Sizes: 814 x ll and 814 x 14. 


FLETCHER 


- x . 


PAPER COMPANY 


General Sales Offices: 20 N. WACKER DRIVE, CHICAGO 6, ILLINOIS 
MILL AT ALPENA, MICHIGAN 
For More Information Circle No. 244 
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FLO-RITE continuous forms assure 


@ Perfect Alignment of all inter- 
leaved forms 


@ Faster typing 
@ Easier separation 


The FLO-RITE tissue weight 
clasp embedded in each set of 
forms holds carbons and inter- 
leaves in positive position—they 
cannot get out of alignment. 
FLO-RITE forms cost no more! 


Write for free FLO-RITE samples 


AUTOGRAPHIC REGISTERS 


A complete line of reg- 
isters are made in a 
wide variety of 

» sizes and designs 

— both manually 

and electrically 
operated. . 


Write for complete Register 
Catalog H.A.R. 


THE HAMILTON 
AUTOGRAPHIC REGISTER COMPANY 


Hamilton, Ohio 
For More Information Circle No. 294 
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| contrast with office decor. 


ends of pack are butted in position on 
pins and ends sealed with second strip of 
tape which is perforated down the center 
for easy separation. For More Informa- 
tion Circle No. 175. 


WALL CLOCKS 


Cincinnati Time Recorder Co., 1733 


| Central Ave., Cincinnati 14, Ohio, offers 
| wall clocks for mounting either singly or 
| as part of a self-regulating clock system. 


Available in six colors to harmonize or 
Hands and 
bezels are red, green, blue, gold, black 


or gray. Each is factory finished in ano- 
dized aluminum and colors are non-tar- 
nishing. Available in 9”, 12”, 15” and 
18” sizes, clocks may be specified as 
secondary indicating clocks for minute 
impulse or wired synchronous clock and 
program systems, or as single self-con- 
tained clocks operating on standard 115- 
volt AC. All can be flush mounted on 
walls and project less than 2”, depending 
on clock size. For More Information 
Circle No. 160. 


PORTABLE DRAFTING KIT 


Quickdraw Co. Ltd., 127 Gunnersbury 
Ave., London W. 3, England, offers the 
Quickdraw drafting kit for making on- 
the-spot drawings, wiring diagrams, etc. 
A bevelled plastic template, cut with 
mathematical accuracy, serves as ruler, 
T-square and triangle to produce the prin- 
cipal angles. Calibrated in 1/16”, %” 


THe Orrice—August, 1961 





Touch 


a button 
.get 


INSTANT 


INFORMATION! 


with 83M Microfilm Products 


Records, facts, figures—any in- 
formation is available in seconds 
at the touch of a button with 3M 
Microfilm Products. 3M makes it 
so easy to put the magic of micro- 
film to work cutting the costs of 
paperwork—speeding business 
communications—saving valu- 
able space—in short, making film- 
work easier, faster, less costly 
than paperwork. Find out now 
how you can put microfilm to work 
—get instant information—with 


3M MICROFILM 
— PRODUCTS 


—— >. 
Mienesora [ftnine ano ES: 
MMiawvracruring company “Se 


, . WHERE RESEARCH 1S THE KEY TO TOMORROW 
ST. PAUL 6, MINN 


BRANL 


TAKE A LOOK TAKE A COPY 
at the enlarged micro- in seconds of any in- 
filmed information on formation you want in 
the bright screen of the = 8% x ll inch size. The 
THERMO-FAX “Filmac”’ » ‘‘Filmac’’ Reader- 
Reader-Printer. Touch , Printer gives you an 
a button and m exact, clean copy. 


MINNESOTA pane AND gt ea COMPANY 
DEPT. FBC-8I, - PAUL 6, MINNESOTA 


Please sena me an about how | can get Instant Information | 
with 3M Micrefilm Products 


Name____ eae eo ‘ A 
Title. P a a ——- a tant | 
Company 

Address__ Aan 

City Zone State 





For More Information Circle No. 260 
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IN QUALITY 
IN PERFORMANCE 
ATLAS 


HIRST 


VERTICAL FILING SYSTEMS 


° FAST 

e EFFICIENT 

© ECONOMICAL 
© SAFE 


NEGATIVES OFFSET PLATES 
STENCILS ¢ SKETCHES « ARTWORK 
MASTERS « X-RAYS 
ATLAS HANGERS AND _ CABINETS 
Only Atlas manufactures a complete 
line of cabinets and hangers in 112”, 

14”, 18”, 22”, and 24” widths. 

DNP Hangers (illustrated)—for offset 
plates and negatives 

SH Hangers—for serrated edge offset 
plates 

PH Hangers—for pinhole edge offset 
plates 

PSC Hangers—for straight edge plates, 
negatives, stencils 

DSH Hangers—for standard stencils 

DGR Hangers—for foreign heading 
stencils 

File-Grip (TM) Hangers—for large off- 
set plates, blueprints, maps, etc. 


Write For Complete Literature 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 











For More Information Circle No. 320 
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and 1/10”, millimeters, and pica ems. 
Also draws circles and arcs from ¥” to 
1” diameter. A series of holes is provided 
for hatching. The template is hinged to 
the 5/16”-thick drawing board which 


takes paper up to 10” x 13”. Board has 
two corners which hold paper steady with 
just one drawing pin. Cover has pocket 
to hold extra paper, etc. Case folds to 
14” square, weighs 2 Ibs. For More In- 
formation Circle No. 176. 


EXECUTIVE CHAIR 


Imperial Desk Co., 1312 W. Florida 
St.. Evansville 7, Ind., announces a chair 
featuring its panel arm styling and an 
anodized aluminum base. Known as Im- 


perial 303, this executive chair is up- 
holstered in a wide color selection of 
top grain leathers, Naugahyde and fabrics, 
or in distinctive combinations. For More 
Information Circle No. 149. 
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by a sneaky 


mail scale? ly 


' Mr. A mailed out a new price list. But the 
entire mailing got held up—insufficient postage! 
And the price list had to be reprinted, with 
a new date. 

Or... an old and erratic mail scale can lose 
money for you by overweighing. (Even eight 
letters a day, with an extra 4¢ stamp, run into 
almost $100 in a year.) If your mail scale 
underweighs, your first class mail may arrive 
“Postage Due”—black eye for your company! 

A Pitney-Bowes mailing scale avoids postage 
waste and/or embarrassment. Precision built, 
with an automatic pendulum mechanism, that 
stays accurate permanently. Hairline indicator 
registers quickly, accurately. Large markings 
are easy to read, make mailing faster, easier. 
Ask the nearest Pitney-Bowes office to show 
you any of seven models, including two for 
parcel post. Or send coupon for free booklet. 


FREE: Handy desk or wall chart of latest postal 
rates, with parcel post map and zone finder. 





Pitney-Bowes PitNEY-BowEs, INC. 


3490 Walnut Street, Stamford, Conn 


M AILING SCALES Send free booklet ZF rate chart 9 


Name____ 


Made by the originator of the postage meter 
... 149 offices in U. S. and Canada 4 Address 








For More tnformation Circle No. 275 
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DO YOUR OWN 
PAPER CUTTIN 


and 


WITH A HANDY 


CHALLENGE 


PAPER CUTTER 


These Challenge Lever Cutters are 
ideal for duplicator operations or other 
office jobs particularly where fairly 
thick piles or large sheets of paper 
are to be cut . . . accurately. 


They are capable of cutting 214 to 
314 inches of paper at a single stroke. 
Four models are available with cutting 
widths of 193%, 23, 26144 and 30% 
inches. Both the bench type and stand 
models are offered. 


Also available are easy-to-use 
Challenge Power Cutters in these 
same size ranges. For a handy free 
descriptive booklet on 
Challenge Lever and 
Power Cutters and 
names of local dealers 
write Challenge. Sold 
by leading Printing 
and Duplicator Equip- 
ment Dealers every- 
where. PC-114 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


For More Information Circle No. 315 


182 








CORRECTION PAPER & 
TYPECLEANER 


Old Town Corp., 750 Pacific St., Brook- 
lyn 38, N. Y., announces Over-Type cor- 
rection paper and Over-Type typecleaner. 
Over-Type correction paper is marketed 
in a handy dispenser and guaranteed to 
end messy erasures. Typist merely types 


out the errors and types in the corrections. 
With Old Town Over-Type typecleaner, 
it is easy to clean type. Typist inserts 


| Over-Type cleaner in her machine as she 


would a sheet of paper, with the red 
cleaning surface facing the type, places rib- 
bon in stencil position and then strikes 
keys several times until type is clean. For 
More Information Circle No. 153. 
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Beat 
Automation 
to the 
draw 


Acme Super-Visible 
System lets operators 
find...feed...refile 
cards gunfighter fast! 


Super-fast because it’s 
Super-Visible. Keeps the 
identification edge of every 
card visible to the operator’s 
eye, in quick-flip hinged 
aluminum frames. Cards 
slip out, slip back in a flash, 
faster than most machines 
can use them. Guarantees 
you the full productive 
power of your investment 
in office automation. To 
see how, send coupon today. 


acme MEIEE 


ACME VISIBLE RECORDS, INC. 
2208 West Allview Drive 
Crozet, Va. 

Please give me facts showing 
how Super-Visible and other 
Acme Visible systems untangle 
the finding and filing snags in 
office automation, 








Name_ Title 
Company. 
Address_ 


Zone___State____ 


| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
. 


For More Information Circle No. 390 





TYPEWRITER RIBBONS 


Carter’s Ink Co., Cambridge 42, Mass., 
announces Twin Six-Pack packaging for 
its typewriter ribbons. Two colorful, nar- 
row boxes are joined by a hinge for easy 
separation. Inside each are six individual 
ribbon boxes for typists to keep handy at 


typewriters, either in sixes or twelves. Re- 
verse side of each box lists all machines 
the ribbon will fit. Spool number, ma- 
chine, color, inking and length also ap- 
pear on each box, as well as on the end 
of outside container. Six portholes show 
the number of ribbons left. For More 
Information Circle No. 177. 


POCKETS ON FORMS 


Perfelope Mfg. Co., 112 Academy St., 
Newark, Dela., makes continuous forms 
with patch pockets glued to the front or 


we 


back of forms to hold punched tapes or 
cards, blueprints or other material related 
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to the form. Pockets can run horizontally 
or vertically. An 8%” x 11” form could 
have five or six separate tape pockets. 
Pockets may be open at top, bottom or 
either side; or closed on four sides and 
have a horizontal or vertical slit opening. 
The paper used for pockets may be what- 
ever grade and weight is required for the 
job. For More Information Circle No. 208. 


TELEPHONE SHOULDER HOLDER 


H. H. Renneker Co., Box 9235, San 
Diego 9, Calif., announces the Deluxe 
Model 500 Tele-Rest phone holder which 
is adjustable for all users including those 
whose distance from ear to shoulder may 


be greater or less than average. It is 
also adjustable for use either on the left 


or right shoulder. The Tele-Rest fits all 
handsets in use in this country and allows 
using phone while leaving the hands free 
for taking notes, looking up filed mate- 
rial, etc. The Tele-Rest Model 500 is 
fully cushioned with clean, long-lasting 
natural rubber; comes in black and colors, 
retails at $2.25. For More Information 
Circle No. 417. 


LABEL PRINTER, CUTTER 


Adhesive Label Corp. of America, Dept. 
10W, 727 W. Glendale Ave., Milwaukee 
9, Wis., announces the Printmatic table- 
top printing and die-cutting machine that 
produces pressure-sensitive labels at point 


For More Information Circle No. 415 — 









The new, fully automatic Photek Consecutor 
makes it easy to forget there was ever any other 
way but this incredibly simple method of pro- 
ducing clean, sharp, perfect photocopies. All 
you do is insert the original. That's it. The 
Consecutor does the rest. 





Remember when 
~s o) ai rex-mere) ©) yaa 
“%_ took two hands 


late mee lim yel0l 6 
attention? 


Make a date to see 
the Photek Consecu- 
tor in action in your 
own office. Fill out 
and mail the coupon 
on the reverse side 
for a FREE demon- 
stration. 





The Photek Consecutor 
dU] aal-mele) ame ley4-1al-me)i 
letter-perfect office copies 
in rapid succession... 


does ‘it all automatically! 


IT’S ALL AUTOMATIC! 


Hand it originals . . . and 
it'll hand you back perfect 
copies every time. No sheets 
to sandwich . . . no paper 
to peel apart. Copy is auto- 
matically trimmed to match 
the original. 


IT SPEEDS PAPERWORK! 


You can turn dozens of per- 
fect photocopies in rapid 
succession... cut out costly 
extra-copy typing, carbons 
and proofreading. The Con- 
secutor pays its way in in- 
creased efficiency. 





IT COPIES EVERYTHING! 


You get clean, sharp, per- 
manent copies of anything 
penned, penciled, typed, 
drawn, printed, carbon cop- 
ied or stamped in any color. 


IT GOES ANYWHERE! 


Move it from room to room 

. . plug it into any floor 

or wall outlet . . . start 

copying instantly. The Con- 

secutor operates in any light 
. heeds no darkroom. 





IT’S EASY TO OPERATE! 


Turn it on. . . set the dial 
once .. . and run off copies. 
No warm-up wait... no 
paper-wasting experiments. 
Even beginners turn out per- 
fect copies. 





SEE IT IN ACTION... MAIL THIS NOW! 


PHOTEK, INC. 
P.O. Box 1553, Providence 1, R. |. 


(1) Please contact us to arrange a FREE demonstration at our con- 
venience without obligation. 


(] Please send us additional literature on the Photek Consecutor. 


NAME 
COMPANY 


ADDRESS 


CITY — ‘ ee eee 


IT’S A BEAUTY, TOO! 


The Consecutor is always 
at its ‘‘company’s-coming”’ 
best. Its sleek, color-com- 
patible case and smartly 
styled appearance make it a 
handsome addition to every 
office decor. 


lf it's worth 

repeating, 
repeat it with 

PHOTEK 





of use. It simultaneously prints, die-cuts, at an overall saving of more than 50% 

removes waste and rewinds pressure-sensi- of purchased label costs. All labels are 

tive labels from roll label stock at approxi- produced ready to use; storage and in- 
ventory problems are eliminated. Smudge- 
resistant ink requires no drying time 
after printing, yet ink will not dry up in 
fountain when machine is left standing. 
Easy-to-understand instructions allow un- 
skilled help to quickly operate machine. 
Simple adjustments permit change of label 
size, color or shape. Rubber plate is 
changed in 30 seconds, ink color or dies 
in less than a minute. For More Infor- 
mation Circle No. 145. 


COFFEE BREAK KITS 


Institutional Products Div., General 

Foods Corp., 250 North St., White Plains, 

N. Y., announces a_ single-cup coffee 

break kit containing Instant Maxwell 

House coffee, Pream, sugar and stir stick 

mately 110 labels per minute. Suitable for which are packed in individual serving 
production run quantities, unit is also envelopes with coffee envelope featuring 
said to produce short-run requirements GF’s tear-string for easy opening. All 








The Quik Stripper, Jr. 


REMOVES PLATES AND CARDS FROM 
ADDRESSOGRAPH FRAMES 


Strip plates and cards from frames quickly with this handy tool 
without touching inky plates. Saves finger nails and keeps hands 
clean. The Quik-Stripper, Jr. works with any kind of frame; 
small, medium or large—old style or new style—even frames 
holding stub-section plates. 

Don't make plate stripping a chore. Keep your work up to 
date, from day to day, by equipping each operator with a 
Quik-Stripper, Jr. Sold on 5-day approval. Send for circular 
with details. Write Addressing Machine Co, of Calif., 667 
Mission St., San Francisco 5, Calif. YUkon 2-2130. 








For More Information Circle No. 


See 
HELLER ROBERTS 
@ ROBERTS Numbering Machines 
@ AMERICAN Perforators 
@ HELLER Staplers, Tackers 
@ FASFORM Formed Wire Products 


BROOKLYN, N. Y, CLEVELAND, O. | 





For More Information Circle No. 322 For More Information Circle No. 323 


< For More Information Circle No. 415 187 





items, including the wooden stir stick, are 
packed in a cardboard kit, 50 to a carton, 
ten cartons to a case. For More Informa- 
tion Circle No. 213. 


STENO NOTEBOOK HOLDER 


Cel-U-Dex Corp., New Windsor, New- 
burgh, N. Y., announces the Sten-X steno- 
graphic notebook holder which folds com- 
pactly for storage in a desk drawer and 
stands firmly on the desktop. Pages of 





< OOO000U00 
STEVENSON & SMITH, INC. 


oa LEADING MANUFACTURERS 
0 4 OF 


Intricate, Accurate, cc Uitateal, 


OF ¢SPECIALTY, ~ /O 
Oo’ SMH. Part. Business Forms O 
2-~ LOC 


Stevenson & Smith, leading w... 
O forms manufacturers. and business sys- 
O tems creators, are representedjrcoast 

to coast, by outstanding Business Forms 
O dealers and systems analysts. 


O Write for name of your nearest 
representative. 





STEVENSON & SMITH, 


80 Duryee Street 
NEWARK 3, NEW JERSEY 


INC. 


For More Information Circle No. 324 
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notebook are easily flipped over without 
fumbling. Simple and attractive in ap- 


pearance, it is made of chrome-plated 
steel, is lightweight and has no sharp 
edges to catch or scratch. Retails for $1. 
For More Information Circle No. 211. 





Substantially Reduces 


NOISE 
of Keyboard Graphotypes 


SOUNDTROL Noise Reducing Hoods, the re- 
sult of many years' research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNDTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
155 John St., New York 38, N. Y. 











For More Information Circle No. 325 
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Hi 


RECOGNIZE THIS SIGNATURE? It belonged to Ts’ai Lun, the 
inventor of paper, 105 A. D. 


Many signatures can’t be recognized, due to handwriting habits, and sometimes 
due to the pen and ink used . . . but oftentimes it’s because of the paper. 


Modern business and office procedures demand clarity and neat appearance of 
paper work. PLOVER BonpD, the visibly better letterhead paper, is a white, bright, 
strong paper rigidly controlled during processing to top quality standards. Selected 
raw materials are combined with the purest papermaking water in the world to 
form PLOVER BonD. 


PLOVER Bonp improves the appearance of any signature. Your signature reflects 
your personality ... the letterhead represents your company. It’s important that 
beth are visibly better. 


WHITING- # PAPER COMPANY, STEVENS POINT, WISCONSIN 
=> 


} 
better papers are made with cotton fiber 
For More Information Circle No. 274 
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Secretary | 
approved ‘‘ 


work smarter, not harder! 


G/W's Every Day File is perfect for accurate record sorting. Up to 90% 
faster than other type sorters. Indexed leaves spread out flat for 
reading at a glance. Use on desk top as a work organizer; in desk drawer 
for current projects or personal files. Speed mail distribution. 
systematizes follow up, reminds you of appointments. 
Alphabetic, Daily, Daily-Monthly or Blank indexes. 
Sturdy midnight blue leather-like cover. 

*See your local Office Supplies Dealer 
for the complete line of ‘‘Secretary 
Approved”’ office accessories 
or write us direct — a s 
Dept. X-8. - etoes - wes Sete SS 


THE GLOBE-WERNICKE CO. 


For More Information Circle No. 219 
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FILING SYSTEM 


Tab Products Co., Dept. UST, 995 
Market St., San Francisco 3, Calif., de- 
scribes a complete filing technique in an 
illustrated four-page brochure on the Unit 
Spacefinder filing system. This concept 


UN ra 


—— Uifinier 


PROT ILIFG PA 


Phe Dail Spnontheddor concep uf Along ina Ln dew 


of filing in portable unit boxes provides 
more efficiency for sorting, filing, finding, 
handling and distribution. The Unit 
Spacefinder Filing System consists of 
rugged, free-standing, metal frames com- 
bined with hanging boxes 4” wide. For 
a copy, Circle No. 195. 


INFORMATION HANDLING 


ISR Div., FMA, Inc., 4925 Fairmount 
Ave., Washington, D. C., describes the 
development and implementation of sys- 
tems for information handling in a 
12-page brochure which outlines the oper- 
ating technique of the ISR division, ex- 
clusively devoted to consultation and sys- 


tem development in information handling, ° 


storage and retrieval. Spells out the 
major steps in attacking problems in in- 
formation handling: understanding cus- 
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tomer goals; detailed analysis of system 
under consideration; development of con- 
ceptual model of a total system; imple- 
mentation program in terms of new pro- 
cedures and equipment; and final recom- 
mendation which includes comparative 
cost analyses and practical schedule for 
implementation. Short profiles of key 
ISR personnel are provided. For a copy, 
Circle No. 199. 


HANDWRITING TRANSMISSION 


Comptometer Corp., 5600 W. Jarvis 
Ave., Chicago 48, Ill., offers a brochure 
which describes many present installa- 
tions of Electrowriter communication sys- 
tems which provide instant transmission 


of handwritten information to any num- 
ber of points, in any location and over any 


distance. For this “Modern Graphic 
Communications Study,” Circle No. 200. 


FORMS SYSTEMS 


Moore Business 
Forms, Inc., Ni- 
agara Falls, N. Y., 
offers five ideas 
to help = smaller 
businesses keep es- 
sential records 
with minimum 
time, effort and 
cost in a 22-page, 
two color  bro- 
chure. These are: 
how to keep 
charge accounts 
current; a system 
for typewritten 
statements and ledger systems; how to 
cut payroll preparation time by 40%; 
how to cut the cost of paying bills; how 
to use one check for all disbursements. 
For a copy, Circle No. 193. 





As necessary as 
a typewriter? 


W-e-l-1... No. 


Perhaps the ASTRAL portable refrigera- 
tor is not as necessary to the well equipped 
office as a typewriter. 

But more and more progressive business 
firms are discovering that an ASTRAL in the 
office can be as much an asset as any other 
piece of business equipment. 

Office entertaining, often necessary, can 
become awkward and cumbersome. An 
ASTRAL makes it easy, pleasant and natural. 

The convenience of portable refrigera- 
tion, offering refreshing soft drinks and fruits 


makes any executive’s day more pleasant— | 


and more productive. 
And firms with ASTRAL refrigeration 


in employee morale—and a saving in time 
away from the desk during refreshment 
breaks. 


To learn how an ASTRAL can fit into | 


your office life write Dept. O-8. 


MORPHY RICHARDS 


232 S. VAN BRUNT STREET, ENGLEWOOD WN. J 
For More Information Circle No. 326 
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| Ave., 
available to the general office, find a boost | 


| emulsions, processors and chemicals. 
| voted primarily to engineering and other 


CURTAIN WALLS 
Albro Metal Products Corp., 944 Long- 


| fellow Ave., New York 59, N. Y., offers 


a 16-page illustrated color catalog which 
describes the case-history use of metal 
curtain walls in commercial and other 
structures. Cross-sectional drawings, 
photographs, application and related data 
are used throughout. Examples are given 


ing medium and high-rise structures); 
Series 300 (structural aluminum grid sys- 
tem for low-rise buildings); Series 400 
(commercial grid for high and extra high- 
rise structures); Series 500 (commercial 
grid for medium and high-rise buildings). 
General specifications, a list of representa- 
tive ‘Albro installations and photographic 
examples of some of these installations 
complete the catalog. For this catalog, 
Circle No. 166. 


PHOTOGRAPHIC SUPPLIES 


Anken Chemical & Film Corp., Hix 
Newton, N. J., offers a 24-page 
catalog and price list of its papers, films, 
De- 


photographic papers and films, the book- 
let also describes the company’s projec- 


| tion materials for engineering, offset print- 


ing, microfilm and related uses; direct 
positive papers and films; monobath (mul- 


| tiple-copy photocopying) papers and proc- 


essing solutions; Anken 27”, 12” and 9” 
diffusion transfer processors, and various 
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MODERN EXTERIOR of Western 
Hydraulic and Service Co., Inc. 


sane + see 
ene 


R. H. MIERS, EXEC. VICE-PRESIDENT 
of Western Hydraulic and Service Co., Inc. 


ice CO 


THIS NATIONAL SYSTEM pays 
for itself in less than two years. 


“Our atonal Accounting System 
saves us 4,330 a year... 


returns 62% annually on investment!” 


— Western Hydraulic and Service Co., Inc., Gardena, Calif. 


“We were not sure it would be profitable to install an automatic 
accounting system until we investigated National! We found that it 
is ideal for our business. Here are just a few of the many advan- 
tages received... 

“‘We save 180 hours a month in record-keeping time alone and get 
more accurate records than ever before. It took only one day to 
train operators to use our National System efficiently. Its speed and 
accuracy have eliminated the need for clerical overtime. In addition, 
we get vital management control information we couldn't obtain 
with our previous method. 

“We are happy to say that our 
National Accounting System saves us 
$4,330 a year. This is an annual return 
of 62% on our investment!” 


Cable AA Ponte’ 
Exec. Vice President 
THE NATIONAL CASH REGISTER COMPANY, dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES 
77 YEARS OF HELPING BUSINESS SAVE MONEY 


For More Information Circle No. 
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Your business, too, can benefit from 
the many time- and money-saving fea- 
tures of a National System. Nationals 
pay for themselves quickly through 
savings, then continue to return an 
extra regular yearly profit. National's 
world-wide service organization will 
protect this profit. Ask us about the 
National Maintenance Plan. (See the 


yellow pages of your phone 77% 


book.) 
*TRADE MARK REG U.S. PAT. OFF 


National * 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


ELECTRONIC DATA PROCESSING 
wcr paper (No Canson ReGuinen) 


272 





SYVTRON 


Do ail your 
paper jogging 
jobs faster, 
easier— 


Increase office efficiency, stop waste. Checks, 
business forms, invoices, mail and many other 
jobs can be quickly aligned for easier handling. 
The electro-magnetic drive unit delivers 3600 
vibrations per minute—enough to align most 
paper stock. Simplicity of design assures long, 
trouble-free operation with low maintenance. 
Easy to operate, rheostat control. Available in 
a variety of sizes and styles— table deck, 
divided deck or bin type. 

For detailed information write to— = 43p)5 


VAI7T/20C AJ fd 
SYA 14501 ns 
«Homer City, Pa. 


For More Information Circle No. 327 


194 





SYNTRON — | 


darkroom and processing machine de- 
velopers, fixers and other solutions. A 
section is titled Darkroom Tips for the 
handling of engineering drawing reproduc- 
tions and intermediates. A comparison 
chart lists more than 30 contact and pro- 
jection papers and films. For a copy, 
Circle No. 216. 


STORE CHECKOUT SYSTEM 


Monroe-Sweda Div., Monroe Calculat- 
ing Machine Co., Orange, N. J., offers 
“High Speed Checkout,” an_ illustrated 
brochure which explains checkout opera- 
tion based on the Monroe Sweda slant 
register. Of interest to supermarkets and 
self-service stores, the brochure covers 
checkout efficiency, storewide supervision 
and increased security. Standard Monroe- 
Sweda features incorporated in the ma- 
chine are illustrated and explained in 
detail. Brochure also covers the Monroe- 
Sweda “power penny keys’—a feature 
claimed by the manufacturer to cut ring- 
up time by 30%. For a copy, Circle 
No. 202. 





Flash Filing 
BOOK HOLDER 


One of more than 300 Flash Filing Products 


A handy bovk-holder with many uses! 
For students it holds text-books. For 
sales counters it holds price lists. For 
invalids it provides a restful holder of 
books, letters, etc. There’s a large mar- 
ket for this helpful Flash Filing book- 
holder. 


FLASH FILING, INC. 


2634 S. Cherry, Fresno, Calif. 








For More Information Circle No. 340 
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+ GED $0 sticaing 


ADHESIVE NUMBERS, LETTERS 


W. H. Brady Co., Dept. 165, 727 W. 
Glendale Ave., Milwaukee 9, Wis., de- 
scribes self-sticking numbers and letters, 
to improve efficiency through a system of 
standardized identification, ,in an eight 
page color illustrated bulletin which de- 
scribes over 560 stock numbers and let- 
ters. Bold ‘black letters are printed on 
a bright yellow background made from 
Brady’s sturdy pressure-sensitive water re- 
sistant vinyl cloth, 
in six sizes and 
furnished on Blue 
Streak dispenser 
cards.  Die-cut 
numbers and _ let- 
ters are made from 
3-mil abrasion-re- 
sistant, self -stick- 
ing vinyl. Easy-to- 





NUMBERS on« LETTERS 


ene ke 








remove Blue Streak 
liners protect ad- 
hesive until letters 
are used, come off 
fast and clean 
when letters are 
applied. Water, oil 
and abrasion resist- 
ant. Die-cut num- 
bers and letters 
come 2” and 3” 
high, in yellow, 
black and white 


vinyl and aluminum foil. Numbers, let- 
ters and electric utility KVA ratings com- 
prise the Bradylite line of reflective mark- 
ers which are 2%” high with brilliant yel- 
low character on a fadeproof black field. 
For a copy, Circle No. 194. 


FORMS CONTROL 


Watts Business Forms Div., Alfred 
Allen Watts Co., Clifton, N. J., offers 
Form-A-Trol, a procedure for forms con- 


Graffco 


SIGNALS 
for every type 


Shown here is the 
#90 Cellugraf Signal. 
It features an opaque 
plastic writing surface 
which accommodates 
special notations such as 
numbers, letters, etc. 
Twelve standard colors. 
Graffco Signals bring 
facts to life. 


GEORGE B. Graff COMPANY 


54 Washburn Avenue, Cambridge 40, Mass. 


For More Information Circle No. 328 
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You Get Things Done With 
Boardmaster Visual Control 


3x Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

vy Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

yx Ideal for Production, 
Scheduling, Sales, Etc. 

jx Made of Metal, Compact and Attrac- 
tive. Over 500,000 in Use 


Full price $4950 with cards 
FREE 24-PAGE BOOKLET NO. F-500 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
For More Information Circle No. 331 


Traffic, 


Inventory, 














Martin 
Folds Flat 
Against Wall 
Sturdy, lightweight, easy 
to install 
10 removable hangers 
Lock clips hold many 


sheets with fast removal 


Model 30 — $49.50 
Model 42 — $63.80 MAIL ORDER TODAY 


LEWBILL INDUSTRIES, INC. 
P. O. Box 221, Scottdale, Pa. 


For More Information Circle No. 332 








trol and paperwork simplification. The 
system, documented in a brief report, sets 
forth eight steps in establishing a forms 
control program with provisions for or- 
derly forms procurement and inventory, 
eliminating unneeded forms; reduced print- 
ing and distribution costs; continuous 
evaluation of procedures; improved forms 
design for greater efficiency; increased 
employee awareness of effective manage- 
ment controls. For this procedure report 
with samples of forms used, Circle No. 
197. 


POSTAL INFORMATION 


Pitney-Bowes, Inc., Box 741, Stamford, 
Conn., announces the first issue of “PB 
Post,” a quarterly bulletin of postal in- 
formation and human-interest items about 
mailing. The six-page, two-color, illus- 
trated publication is designed as a 34%” x 
8” letter enclosure. Its basic audience 
is the more than a quarter-million postage 
meter users whose collective mailings ac- 
count for nearly half of all U. S. postage 
revenue. Published “in the interests of 
better mailing and postal service,” ac- 
cording to the masthead, “PB Post” says 
it will reflect Pitney-Bowes’ 41 years of 
knowledge of mailroom efficiencies and 
post office rules and regulations. For a 
copy, Circle No. 196. 


COPYING MACHINE 

Ozalid Div., General Aniline & Film 
Corp., 518 Corliss Lane, Johnson City, 
N. Y., describes the Ozalid Streamliner 
200 whiteprinter and accessories in a 
two-color brochure which lists users of 
the machine designed to produce clear, 
sharp whiteprints up to 42” wide at up 
to 14 ft. per minute. Operating controls 
and accessories, such as paper roll feed 
and cutter, have been planned for ease 
and simplicity, so that unskilled person- 
nel can be trained to use it in minutes. 
Also described are alternate front and 
rear stacking trays, new cooling system, 
and fatigue-reducing control layout. For 
the brochure, which also gives details of 
power requirements, dimensions, and 
weights, Circle No. 171. 
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ARC LAMPS 


NuArc Co., 5110 W. Grand Ave., 
Chicago 51, Ill., makes double deck arc 
lamps for large cameras or Oversize copy- 
boards, which guarantee even light over 
the entire copy area. NuArc’s magnetic 
amplifier mechanism automatically con- 
trols the feed of the carbons, assuring the 
correct gap at all times during the burn. 
Lamps burn uniformly and consistently 
throughout the life of the carbons; remain 


DEVELOPMENT 


Data Processing Systems that automate office pro- 
cedures include office machines that create noises 
which are disturbing to all personnel. Gates 
ACOUSTINET, Inc., introduces its new IDP-100 
series ACOUSTINET specifically designed to absorb 
at least 50% of Key Punch and Verifier noise, This 
NEW flexible design, includes a tiltable shield which 
provides maximum operator comfort and conveni- 
ence. It allows noise to be absorbed “at the source”’ 
without restricting access to the machine, punched 
cards, telegraphic tape or programme drums. 


Write today: give machines, make, model 
used and measurements. 


meSz9 ACOUSTINET, INC. 


P. 0. BOX 2391-08, BUFFALO 23, NEW YORK 
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constant in color, temperature and _ in- 
tensity. Available in floor or carrier types. 
For Bulletin N205 O, Circle No. 161. 


FORMS PRODUCTION GUIDE 


Business Forms International, Box 4676, 
Fort Lauderdale, Fla., has published a 
Forms Manufacturers Reference Guide 
which lists the production facilities of 33 
forms manufacturers with more than 50 
plants throughout the country. In addi- 


QUIETS 


KEY PUNCHES 


30% 


(GUARANTEED ) 





MAP BIN FILE f,. 


THE LOW COST WAY 
TO FILE ROLLED MAPS, 
DRAWINGS, TRACINGS, ETC. 

Heavy gauge steel bin, baked enamel finish, protective 
rubber bumper all around. Rolled items quickly located 
and refiled. Ideal in a limited working area 

40 HEAVY-DUTY CARDBOARD 

TUBES, 2” DIAM, 36” LONG 


=i), He ee ee A 


WITH FREE 

PLASTIC COVER = $ 00 

F.O.B. TULSA, OKLA ‘i 
Weight 31 Ibs. 


SCOTT-RICE CO. 


619 SOUTH MAIN ST. TULSA 19, OKLA 
For More Information Circle No. 333 


" NIPPO WELLO N- 
Electric Check Writer 


Just turn the 
dial — that’s all, 
and Presto! — 
the amount is au- 
tomatically and 


clearly perfor- j e , 
ated. “—— 
YOKOHAMA, JAPAN “ 


NIPPO MACHINE INDUSTRY CO., LTD 


f me 














For More Information Circle No. 334 


BOTTOM LINE 


CARD HOLDER 


Controlled Front 
Feed Stop Gives Pre- 
cision Alignment 


For fast, accurate 

typing of bottom line 

index on all visible 
cards 


10 Card sizes— 
$2.00 to $2.45 
PALSON MFG. CO. 
280 Main St., Worcester 2, Mass. 
For More Information Circle No. 335 


9 


Ask Sure-Rite! Every month, one or 
more new product ideas —plus 

over 750 best-selling items in the big 
Sure-Rite catalog. Write today. 

Learn what's new for you in profits! 


American Stencil Mfg. Co. 


If it’s new, Sure-Rite has it! 
2714 WALNUT STREET © DENVER 5, COLORADO 
For More Information Circle No. 336 
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tion, the guide includes producers of re- 


| lated products such as envelopes, pegboard 
| accounting systems, labels, edge-punched 


cards, forms systems and stock forms. 
Guide sheets are 8%” x 11”, punched for 
standard three-ring binders. Designed for 
reference by forms dealers, stationers and 
large users of forms. For a copy, Circle 
No. 198. 


HORIZONTAL CAMERA 


M. P. Goodkin Co., 112 Arlington St., 
Newark 2, N. j., offers literature on 
the Goodkin Horizontal 18” camera. 
Designed for precise, high-speed produc- 
tion of line and halftone negatives with 
regular iitho film, the Horizontal 18” is 
suited for the first-step needs of Ektalith, 
Gevacopy and xerography. It exposes film 
and matrix-transfer masters in sizes up to 
14” x 18”, enlarges to 3x and reduces to 
1/3x, and can be operated in room light 
or darkroom. For a copy, Circle No. 120. 


COPYING SYSTEM 


Gevaert Co. of America, Inc., 321 West 
54th St., New York 19, N. Y., offers a 
12-page illustrated booklet, “Build Your 
Business With Gevacopy,” which outlines 
various fields and items where the Geva- 
copy copying system is used to help solve 
problems of office reproduction. It also 
describes the extensive range of Gevacopy 
papers and their characteristics, and brief- 
ly mentions the relatively new Gevacopy 
aluminum offset plate. For bulletin 
210.957, Circle No. 172. 


DATA PROCESSING 


Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18, IIl., describes 
solenoid operated digital printers, cal- 
culators and tape punches for high speed 
serial or parallel entry in a six-page bro- 
chure which illustrates alphanumeric print- 
out for sequential item counting, variable 
input accumulations, test and inspection 
recording. Explains unit’s use for data 
accumulation from remote location. For 
a copy, Circle No. 210. 
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Symptoms of the Accident-Prone Employee 


EVEN PERSONALITY qualities of 
S accident proneness were identified 
by Thomas N. Jenkins, emeritus pro- 
fessor of psychology, New York Uni- 
versity, in the July-Aug. issue of Per- 
sonnel, published by American Man- 
agement Assn. The seven syndromes 
characteristic of injury-repeaters are: 

1. IJnattentiveness. His attention is 
more easily distracted, than the safe 
worker’s, from the task he is doing. 

2. Injudiciousness. He is relatively 
unaware or lacks discernment of the 
need for acting prudently. 

3. Group-dissociative independence. 
He feels less inclined to accept or com- 
ply with rules, standards and customs. 

4. Personal-social insensitivity. His 
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feelings and attitudes are less easily 
swayed by the feelings or actions of 
other people. 

5. Attitude toward pain. He seems 
not to mind being in pain, and may 
even get a thrill from it. He forgets 
pain he has experienced in the past. 

6. Self-assurance. He has a kind of 
self-confidence and believes that fore- 
thought or preventive care is unneces- 
sary. He feels that complications are 
unlikely and that he can handle them 
spontaneously should they arise. 

7. Social orientation. He tends to be 
aggressive and _ self-assertive towards 
others. He is unlikely to be interested 
in teamwork or cooperating in the 
achievement of group goals. 
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SPAA Elects W. J. Bates 


William J. Bates 
was elected presi- 
dent, Systems & Pro- 
cedures Assn. _ of 
America. He is di- 
rector, Methods & 
Procedures Div., U. 
S. Steel Corp., Pitts- 
burgh. Other new 
officers are: C. W. 
Schreiber, Organic 
Chemicals Div., 
American Cyanamid Co., Bound Brook, 
N. J., vice president; W. E. Rohde, Ideal 
Cement Co., Denver, secretary; Arthur 
Weiss, Altschuler, Melvois & Glasser, Chi- 
cago, treasurer. 


William J. Bates 


NSBB Names Bacon President 


Donald E. Bacon, 


division controller, 
R. R. Donnelley & 
Sons Co., Chicago, 
was elected  presi- 
dent of the National 
Society for Business 
Budgeting. He _ suc- 
ceeds A. D. Moor, 
budget manager, 
United Air Lines, 
San Francisco. The 
new president, who has been in the So- 
ciety since its formation in 1951, served 
as vice president during the past year 
and was a member of the board of direc- 
tors the five prior years. He served as 
president of the Chicago chapter in 1954- 
55 and was also first president of the 
Calumet region chapter in 1958-59. 


Donald E. Bacon 
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Pia Is NMAA President 


isto The 
ference 


tal annual 
of the Na- 
tional Machine Ac- 
countants Assn. in 
Toronto last month 
was, as usual, held 
conjunctively with 
an exhibition’ of 
manufacturers’ prod- 
ucts, some 50 exhib- 
itors participating. 
Business sessions 
were devoted, in the main, to seminar 
and panel meetings. Alfonso G. Pia was 
elected NMAA president for 1961-62. Mr. 
Pia heads the mechanized accounting di- 
vision for the Church of Jesus Christ of 
Latter-Day Saints. NMAA will hold its 
next annual conference June 20-22, 1962, 
in New York at the Statler Hotel. 


con- 


Alfonso G. Pia 


Winslow Pike Heads NABAC 


Officers to serve 
the Assn. for Bank 
Audit, Control & 
Operation during the 
1961-62 are: Win- 
slow E. Pike, vice 
president and con- 
troller, First Nation- 
al Bank of Atlanta, 
Ga., president; David 
Cooke, vice presi- 
dent and controller, 
Zions First National Bank, Salt Lake City, 
Ist vice president; Henry J. Rohlf, vice 
president, Mercantile Trust Co., St. Louis, 
2nd vice president; Raymond J. Coakley, 
auditor, Harris Trust & Savings Bank, 


Winslow E. Pike 
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Easy to Clean 


Gleams when cleaned 


Resists 


~ 


t 


Extra Thick 


amination of 


MASO 
Established 1933 








The only mat that looks as beautiful as 
a desk top...and it's REVERSIBLE! 


Made of lustrous wood-grain plastic, this amazing mat is stain, 
burn and chip resistant. Extra heavy. Easy to clean. Blends with 
modern and traditional interiors. Four authentic wood-grains in 
newest decorator colors: Walnut, Desert Tan, Mist Green, Drift- 
wood Gray. Choice of sizes. Large executive model, 48" x 54". 
REVERSIBLE; wood-grained plastic finish both sides. Extremely 
long wearing; low cost. Send for literature TODAY. 


Interstate Metal Products Co., Inc. 
MASO (Office Equipment Division) 
666 Lake Shore Drive, Chicago 11, Ill. 


Please send me FREE literature and more information 
about Executive plastic chair mats 


(zone) (state) ; 


For More Information Circle No. 287 





curtis-young 
makes and sells 
copying papers 

for your 

office needs... 


J 
f CURTIS-YOUNG ) 
wt 


‘COPYING PAPERS 


CARBON PAPERS for Typewriter, Pencil, Billing, Accounting, Plastic Carbon, Orange and Yellow 
Transfer Carbon, and Carbon Rolls; CARBON COPY SETS; PHOTOCOPY PAPERS—For diffusion 
transfer process; SPIRIT CARBONS: MASTER UNITS; PRINTED MASTER FORMS; DUPLICATOR 
PAPER; HEKTOGRAPH CARBON; ... papers in all weights, sizes and finishes. 


Specialists In: Supplies for Liquid Process Duplicating ¢ Master Units ¢ Spirit Carbon ¢ Printed Masters 
e Copy Paper ¢ Duplicating Fluid ¢ Photocopying Machines ¢ Photocopy Papers & Chemicals and 
Miscellaneous Supplies ¢ Carbon Papers ¢ Inked Ribbons of every Description 

e Also makers of the Famous Copy-Right and Stand-By Copyholders 


For More Information Circle No. 276 


COPYING PRODUCTS THAT REFLECT YOUR GOOD JUDGMENT—SINCE 1895— 110 WEST 18th ST.. NEW YORK 11, WV. Y. 





Chicago, treasurer. NABAC announced 
that it had added 375 new member-banks 
during its 1960-61 year just ended, or- 
ganized nine new conferences and in- 
augurated a loss-prevention program for 
the association’s coming year designed to 
minimize the possibilities of bank fraud. 


High School Computer Course 


Staples High School, Westport, Conn., 
has the first high school computer pro- 
graming and operating course. Sixteen 
students will study 3% hours a day for 
four weeks with a Royal Precision LGP- 
30 computer installed by Royal McBee 
Corp., according to Stanley H. Lorenzen, 
principal. 


Certified Secretaries Seminars 


A human relations seminar will be held 
for Certified Professional Secretaries at the 
University of Colorado, Boulder, Aug. 13- 
18, it was announced by Prof. George A. 
Wagoner, dean of the Institute for Certi- 
fying Secretaries, a department of the 
National Secretaries Assn. The institute 
also will sponsor a seminar on world ‘af- 
fairs at George Washington University, 
Washington, D. C., Sept. 10-15. 


Attend Standards Meeting 


Representing American manufacturers 
of office machines, a nine-man delegation 
met in Turin, Italy, June 22-24, to set up 
agreements on machine standards. Head- 
ed by Carl P. Ray, vice president, Royal 
McBee Corp., the group discussed elim- 
inating unnecessary product variations 
such as spacing, character format and 
alignment, without inhibiting design and 
development techniques of individual 
manufacturers. Other members of the 
group are: Vincent G. Grey, American 
Standards Assn.; T. Maurice Butler, Bur- 
roughs Corp.; Leslie A. Bechtel Jr., IBM; 
William E. Andrus, IBM World Trade 
Corp.; William Burkhart, Monroe Cal- 
culating Machine Co.; Ray A. Christian, 
National Cash Register Co.; Charies E. 
Ginder, Office Equipment Manufacturers 
Institute; James Vincent, Underwood 
Corp. 
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1962 National Business Show 


The 53rd National Business Show will 
be held in the New York Coliseum June 
4-8, 1962, it was announced by Robert C. 
Walter, executive director of Office Execu- 
tives Assn., New York chapter of Na- 
tional Office Management Assn. A con- 
current conference program will supple- 
ment the show. Subjects already selected 
include: versatility of copying equipment, 
effective use of service organizations, of- 
fice machine maintenance agreements, dic- 
tating equipment and methods. 


ACM Conference in Los Angeles 


Ninety technical papers will be read at 
24 formal sessions of the 16th Annual 
Conference of the Assn. for Computing 
Machinery, Sept. 5-8, in Los Angeles. 
For the first time, the program will in- 
clude the exhibits of 33 companies, ac- 
cording to Benjamin F. Handy Jr., com- 
mittee chairman. 


NAA Secretary 


Rawn Brinkley was elected secretary of 
the National Assn. of Accountants, it was 
announced by the board of directors. He 
had been assistant secretary since 1954 
and succeeds Arthur B. Gunnarson who 
retired June 30. Mr. Gunnarson will con- 
tinue to serve as consultant to the board 
to undertake special assignments. 


ComptoHelp Expands Services 
ComptoHelp Div., Comptometer Corp., 


Chicago, which offers temporary office 
help, has expanded its activities to take 
in the full range of office skills. The firm 
previously specialized in a temporary-help 
calculating service which, during the past 
five years, has been used by some 30,000 
businesses. Under the expanded program, 
the service will include stenographic, typ- 
ing, bookkeeping, dictating machine and 
general clerical functions. Eventually, 
ComptoHelp operations will be conducted 
through more than 90 branch offices main- 
tained by Comptometer Corp. 





Just Published 


The most helpful new systems book in years! 


PLAYSCRIPT PROCEDURE 


A NEW TOOL OF ADMINISTRATION 
by Leslie Matthies* 


Playscript is an effective new technique on how to write better 
procedures. 

















Nearly all systems research has revealed procedure studies 
and writing as the most stubborn problem in the field. This 
book enables the systems man to solve that problem successfully. 





Here are just a few Playscript advantages: 


® easy to write shows up empire-building 

® no gobbledegook forces cleancut decisions 

@ time-saving provides base for orderly procedures 
® compels logical thinking reveals related tasks 

@ shows who does what at a glance flexible & adaptable to any project 
® focuses on work, not verblage taps enthusiasm of colleagues 

® spotlights useless & duplicate efforts encourages participation of workers 


Net result of Playscript is better procedures and a marked improvement 
in systems efficiency. 








— 





@ Anyone with a communications problem within an organiza- 
tion will find THE PLAYSCRIPT PROCEDURE invaluable. 

@ All company libraries should have it. 

@ Every systems and methods man in America should own a 
copy. 


7 ORDER TODAY! ¢ 
183 pages $5.95 


* One of the nation’s foremost authorities on systems and procedures, Currently Director of 
Foundation for Administrative Research and editor of newsletter “‘Systemation”, Winner 
Systems Man of the Year award 1958. Widely regarded as dean of systems men, 


OFFICE PUBLICATIONS, INC., 232 Madison Ave., New York 16, N. Y. 
Please send me .... copies of THE PLAYSCRIPT PROCEDURE at $5.95 a copy, 


postpaid. [] / enclose remittance. (] Send invoice. 





Mergenthaler’s 75th 
Anniversary 


HIS YEAR is the 75th anniversary 

of the invention of the Linotype 
machine by Ottmar Mergenthaler. Im- 
portant though the machine has become 
(you are now reading Linotype compo- 
sition), it is actually an instrument of a 
larger cause undertaken by Mergen- 
thaler Linotype Co. to service the ever- 
expanding reproduction industry with 
a network of facilities here and abroad, 
symbolized by the firm’s traditional 
home in Brooklyn, N.Y., where for 


many years the Linotype machine was | 


produced. The Brooklyn plant is also 
Mergenthaler management headquar- 
ters. The Linotype machine and com- 
ponent manufacture has been moved to 
Plainview, an industrial park area of 
Long Island. 

The Plainview facility also houses the 
manufacture of products of Davidson 
Corp., a Mergenthaler subsidiary which 
produces a full line of offset duplicators, 
ancillary equipment and operating ma- 
terials. Davidson executive offices are in 
the Brooklyn building. A third facility 
in Wellsboro, Pa., produces the Lino- 
film system of integrated units which 
provide not only for setting type photo- 
graphically but for corrections, altera- 
tions and makeup into page form. 
Wellsboro also produces related elec- 
tronic devices. 

Mergenthaler is represented outside 
the country principally by three subsidi- 
aries: Canadian Linotype, Ltd., Toronto, 
Canada; Linotype & Machinery Ltd., 
London; and Mergenthaler Setzma- 
schinen-Fabrik GmbH., Frankfurt-am- 
Main, Germany. 


THe Orrice—August, 1961 


| famous 


DUX Precision Sharpener 
The Blade 

Makes the Difference 
The improved desk model with 
spill-proof receptacle for shav- 
ings. Sharpening unit made of 
lightweight white metal with 
Dux blade. Colorful 
cases. 

Available at all better station- 
ery stores. Many other models. 


| 59¢ each #3307N 





Complete line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular, Prices 


30 E, McWilliams St. 
Fond du Lac 
Wisconsin 


___ For More Information Circle No. 283 








An Annual Roller Change—The Best 
TYPEWRITER LIFE INSURANCE 


Insist On a 
FUTURISTIC 
GALAXIE 
Platen 


Manufactured and Distributed to 
Office Machine Dealers by 
AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 


FU PURISTIE 
essen mar 











For More Information Circle No. 284 


CASH REGISTER 





CASHERE CORPORATION 


Successor to Intern 


ational Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 285 
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Fairchild Mailing Machines 
Formation of a 
new Business Ma- 
chines Div. for the 
manufacture and 
marketing of a com- 
plete line of paper 
handling equipment 
was announced by 
John Carter, presi- 
dent, Fairchild Cam- 
era & Instrument 
. ©. ae Corp., Syosset, N. Y. 
C. F. Shaffer, formerly marketing man- 
ager, Harris Seybold Co., was named 
division general manager for the new op- 
eration which will be headquartered in 
Cleveland. Products will include postage 
meters and scales, folding machines, colla- 
tors, inserters and other mailroom equip- 
ment. First products are scheduled to reach 
the market next month. 


Ditto Enters Diazo Field 


Scott Harrod, president and chief ex- 
ecutive officer, Ditto, Inc., announced 
two management appointments: Robert C. 
Aldrich to product manager, diazo ma- 
chines and equipment; and Arthur F. 
Jacobs, product manager, diazo supplies. 
The two executives were formerly with 
C. F. Pease Co., and joined Ditto when 
the company acquired certain Pease assets 
and began manufacturing whiteprint and 
blueprint machines and supplies. 


Victor, Comptometer to Merge 


The directors of Victor Adding Ma- 
chine Co. and Comptometer Corp. have 
unanimously approved the combination of 
the two companies. Approximately 1,000,- 
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000 outstanding shares of Comptometer 
stock will become the same number of 
shares in the combined operation, and 
the 1,000,000 outstanding shares of Victor 
stock will become 3,600,000 shares of the 
combined operation. Detailed agreements 
are being prepared and will be submitted 
for approval by stockholders at meetings 
to be held at an early date. 


A-M Advertising Manager 


Addressograph- 
Multigraph Corp. 
announced the ap- 
pointment of Charles 
A. Weston as ad- 
vertising manager. 
Sales promotion 
manager since 1960, 
he retains his former 
responsibility for 
sales promotion ma- 
terial and takes over 
direct supervision of the corporation’s pub- 
lication advertising, public relations and 
internal communication programs. He 
joined Addressograph-Multigraph in 1945. 


Charles A. Weston 


Columbia Products in Germany 


An agreement between Columbia Rib- 
bon & Carbon Mfg. Co., Glen Cove, 
N. Y., and Hoffmann & Engelmann, 
Neuestadt, Western Germany, to man- 
ufacture Columbia Colitho offset duplicat- 
ing plates for European markets was 
announced by Henry B. Holmes, Colum- 
bia executive vice president. He also 
announced a licensing agreement with 
Gunther-Wagner, Pelikan-Werke, Han- 
nover, Germany, and General Company 
Ltd., Osaka, Japan, for the manufacture 
of solvent carbons. Carfa, Ltd., Colum- 
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ex» Muplicating 


Sada Sprint 

This unique spirit duplicator reproduces 
any typescript, manuscript or drawing in 
one or more colors 


Seda Replic 
Compact in but full-size in 
results, this modern stencil duplicator 
is hand or electrically operated 


Sada Reporter 

This electrically-operated automatic sten- 
cil duplicator has lusive money-saviny 
features 
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Sada Sprint 


Sada Replic electrically operated 


Sada Reporter 


L 


t 


S.p.A. Duplicatori ed Affini 
Milano 
Milano (Italy) - corso Europa, 12 


tel. 780.913/915/917 
For More Information Circle No, 290 
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any business machine, 
any business operation... 


complexities may mean changing your 

business procedures. This requires more 

efficient business forms. 

We have, or can design to your specifications, the 
business form you require. Standard forms include: 








Kopy-Flo Continuous Tabulating Forms 
(stock, imprinted, custom; unfastened, stapled, Kopy-loc, pasted) 


Ready-Rite “Snap-Apart” one-time carbon and no carbon forms 
Peg-N-Post Bookkeeping Systems 

Autographic Register Forms 

Autographic Registers 

Salesbooks stock, standard, custom 


For additional information, write: 


Division of 
NEBRASKA) COMPTOMETER 
ee CORPORATION 


General offices and factory 2105 “Y” Street, Lincoln, Nebr. 
DIVISION OFFICES: 
Denver, Des Moines, Chicago, Minneapolis, Kansas City, Wichita, Little Rock, Memphis, 
Phoenix, Albuquerque, Montgomery, Omaha, Miami, New York City, Los Angeles 


For More Information Circle No. 348 
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bia’s licensee in Zurich, introduced solvent 
carbons to the Swiss market June 1. The 
French licensee, Armor of Nantes, marked 
its first full year of association with 
Columbia in June. 


Reich Succeeds Hulburd 


Fred G. Hulburd, 
Victor Adding Ma- 
chine Co. director 
of advertising and 
sales promotion for 
the last 21 years, 
announced his re- 
tirement. George R. 
Reich, the  firm’s 
sales promotion 
manager for the past 
seven years, was 
named advertising and sales promotion 
manager. Mr. Hulburd has been with Vic- 
tor since 1940. In World War II, he was 
assistant to Victor’s president acting as 
government liaison in Washington, while 
the firm produced Norden Bombsights. 


George R. Reich 


Dictaphone Vice President 


srenaens~" The board of di- 
rectors of  Dicta- 
phone Corp. elected 
Robert W. Belcher 
vice president in 
charge of the inter- 
national division, ac- 
cording to Lloyd M. 
Powell, president. 
Prior to his appoint- 
ment, Mr. Belcher 
was general man- 
ager of the division.. He joined Dicta- 
phone in 1947 as a member of the New 
York sales staff, was assigned to executive 
responsibilities in the international divi- 
sion in 1949, 


Robert W. Belcher 


Bedford Heads Graffco 


Sherman C. Bedford has been named 
president of the George B. Graff Co., 
Cambridge, Mass., according to an an- 
nouncement by Ralph C. Harper, chair- 
man. Mr. Bedford was formerly vice 
president. 
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Davidson Duplicating Products 


J. B. Nichols was 
named to the new 
position of man- 
ager, duplicating 
products division, 
Davidson Corp., 
Brooklyn, N. Y., it 
was announced by 
W. W._ Davidson 
Jr., president. The 
division _ incor- 
porates the Dav-A- 
Matic and supply line under direction of 
Mr. Nichols to strengthen the home office 
marketing organization and increase serv- 
ices to distributors and branches. Mr. 
Nichols has many years of experience as 
manager of the supplies division. Assist- 
ing him will be William Moran, product 
manager for Dav-A-Matic, and Ted 
Schwartz, product manager for supplies. 


Ozalid, Ansco Post Filled 


Edward <A. Malling was appointed 
director of marketing planning and serv- 
ices for the Ansco and Ozalid Divs., Gen- 
eral Aniline & Film Corp., it was an- 
nounced by Dr. Leopold Eckler, vice 
president and group executive of its Photo 
& Repro Group. Formerly vice president 
and director of marketing for Flexonics 
Corp. Div., Calumet & Hecla, Mr. Mall- 
ing was also associated with General 
Electric Co. 


s. & ‘Nichols 


Mosler Vice President 


Arthur F. Ander- 
son was appointed a 
vice president of 
Mosler Safe Co., it 
was announced by 
John Mosler, presi- 
dent. Mr. Ander- 
son will be’ in 
charge of commer- 
cial sales, both deal- 
er and retail. A 
veteran of 26 years 
with Mosler, Mr. Anderson has been New 
England regional manager, New York 
egional manager, Eastern regional man- 
ager, and national sales manager; all in 


A. F. Anderson 
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NO 
OTHER 
PAPER CUTTER 


aN 


allmetal 


SIZES 14” & 18” 
(€201/2" MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 


photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches, 


Order from your dealer or 
MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 385 





eiT FOLDS 

eit SCORES 

eit CAN SLIT 
or PERFORATE 


WITH or WITHOUT 
geltell tc 


THE PRINT-O-MATIC CO., INC. 


For More Information Circle No. 386 
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the commercial division. He represents 
the company with Safe Manufacturers 
National Assn. and is chairman of that 
organization’s planning and technical ad- 


| visory committee. 


Noll Is NOMDA President 


National Office 
Machine Dealers 
Assn. held its 36th 
annual convention 
at Grossinger’s, N. 
Y., with the usual 
interest and enthusi- 
asm displayed by 
the membership 
when such events 
take place at resort 
sites. The business 
discussions were generally confined to 
panel sessions. Some 50 exhibits offered 
numerous new products to the attending 
dealers. NOMDA goes to Minneapolis for 
its next convention, June 24-27, 1962. 
Edgar Noll, of Philadelphia, was elected 
the 1961-62 president. 


Pease Property to Victor 

Lands and building of the C. F. Pease 
Co., 2601 W. Irving Park, Chicago, were 
acquired by Victor Adding Machine Co. 
Properties of the two firms adjoin. Pur- 
chase includes an 87,141 sq. ft., two-story 
brick building on a 2%-acre site. Execu- 
tive vice president Carl Buehler stated 
that construction is underway to enlarge 
the main Victor plant with a 66,000 sq. ft. 
expandable extension. Employees’ park- 
ing lot is being enlarged to accommodate 
about 800 additional cars. These projects 
are in addition to a $2-million interior 
modernization program started in 1960. 


Lynn Paper West Coast Plant 

Lynn Paper Products Mfg. Co. an- 
nounced the opening of its California 
branch plant at 667 S. Clarence St., Los 
Angeles, where it will manufacture its 
line of paper rolls for cash registers, add- 
ing machines and Teletypes. Sales will 
be handled under the name Rittenhouse 
Paper Co. from the same address. This 
will result in better delivery and lower 
delivered prices for west coast customers. 


Edgar Noll 
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A $7.5 Billion Market 


The Office Products Institute of the 
National Stationery & Office Equipment 
Assn. has published a market study which 
indicates that the combined U. S. office 
stationery, supplies, machines, furniture 
and equipment industry grossed $7.5 bil- 
lion in 1960, and is growing at an average 
rate of 6% annually. 


Columbia Sells Department 


Columbia Ribbon & Carbon Mfg. Co., 
Glen Cove, N. Y., announced sale of its 
gelatin roll department and inventory in- 
cluding a small duplicator to Beck Dupli- 
cator Co., New York, according to Henry 
B. Holmes, executive vice president. The 
product line was manufactured by Colum- 
bia’s Kopy-Rite Dept., which will con- 
tinue to manufacture Clean Hands lotion 
handcleaner, spirit duplicating fluid, 
Colitho etch and fountain solution for 
offset duplicating, as well as gelatin trays 


Heads Chesley Industries 


Chesley 
tries, Inc., 
Robert G. Chesley 
president and gen- 
eral manager, suc- 
ceeding George W. 
Chesley who found- 
ed the company 14 
years ago. George 
Chesley _—_ continues 
as board chairman 
and treasurer. Rob- 
ert Chesley, who has been with the com- 
pany since it was founded, was vice presi- 
dent in charge of sales and advertising 
for the past four years. 


Dashew-RCA Service Agreement 


Dashew Business Machines, Inc. has an- 
nounced the signing of a contract with 
RCA Service Co. for maintenance of 
Dashew’s new source recording Printa- 


Indus- 
named 


Robert G. Chesley 


and refill composition. 


punch machines and the Dashew emboss- 











Extra Handling Efficiency . . . Versatility 
Super Speed UTILITY TRUCKS 


Designed for fast, orderly loading and unloading, these 
all-metal trucks save valuable time in all types of opera- 
tions. Removable shelves pivot up for added conven- 
ience ... swivel rubber wheels provide movability ease 
... solidly built for long life . . . low cost. Three sizes— 
19x25”, 24x30", 28x42”. Write today for details and prices! 
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For More Information Circle No. 288 
ONLY 
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THE PERFECT PAPER PICKER 


Apply Perfe-Pick to your fingertips and see how 

fast, fast you handle sorting of papers now! Perfe- 

Pick coats your fingertips with a greaseless, stain- 

less, transparent film that lets you pick and sort 

papers at a faster clip than ever before. One 

application is long lasting and is easily rinsed off. 

at your stationers, or write PERFECOPY COMPANY, La Grange, Illinois 

For More Information Circle No. 388 
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ing and code punching Datatypers. RCA 
Service data processing personnel through- 
out the nation will perform preventative 
maintenance, as well as make special serv- 
ice calls when required. They are under- 
going factory training in maintenance rou- 
tines, and will be provided stocks of spare 
parts for Dashew machines. Present op- 
erating and maintenance personnel of the 
Dashew Service Bureaus will continue to 
service regular customers. 


New Dictaphone Division 

Dictaphone Corp. announced formation 
of an Educational Div. and appointment 
of seven regional representatives for the 
new corporate unit. Carol Lyttle, vice 
president for sales, said Dictaphone is 
concentrating its efforts to produce supe- 
rior sysiems for teaching, especially in 
language comprehension. Named to key 
posts under Kenneth Hargrove, Educa- 
tional Div. director, were: W. E. Lind- 
quist, southern; D. B. Parent, midwest; 





Hew EVER-SAFE 
° FLOOR SAFES ° 


Safely protect cash and valuables 


—"s 





Model 
FD 918 


with inner 
depository and 
envelope slot 


(Left) 


Model F-912 


Single com- 
partment 


(Right) 








Service Stations, Stores, Doctors, Dentists, Easily 
installed in wood or concrete floors. U.L. Relocking 
Device Label — Removable combination dial for 
additional protection. Impossible to open safe with- 
out dial. Write for complete information and prices. 


EVER-SAFE CO.ti jcc tinaiene° 











For More Information Circle No. 329 


Richard Hodgdon, New England; Thomas 
Burke, Mid-Atlantic; Irving Hirschfield, 
western; James J. Sullivan, Chicago; Harry 
Southworth, Canadian. 


Art Metal Sales Director 


Carl H. Bowen, 
vice president of Art 
Metal, Inc., James- 
town, N. Y., has 
been made director 
of sales and market- 
ing for the office 
furniture and file 
manufacturer. An- 
nouncement of the 
appointment of Mr. 
Bowen to this post 
was made by Falconer Jones, Art Metal 
president. In his new position, Mr. Bowen, 
who has been with Art Metal since 1922, 
will have charge of all sales and market- 
ing in the company’s outlets across the 
country. 


Carl H. Bowen 


© To let you know 


supply precision BRITISH made Ports and 
Tools direct to you at LOWEST PRICES 


@ PROMPT AND EFFICIENT SERVICE GUARANTEED 
@ Send for our Illustrated Catalogue POST FREE 


TYPEWRITER SUNDRIES CO., LTD. 
140-148 BOROUGH HIGH ST., LONDON S.E. | 
For More Information Circle No. 330 
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Barkley General Manager 


Peyton H. Bark- 
ley, president, C. L. 
Barkley & Co., Chi- 
cago manufacturer 
of filing supplies, an- 
nounced the  ap- 
pointment of For- 
rest E. Dukes Jr. as 
general manager. He 
was with Royal-Mc- 
Bee Corp. for 15 
years as zone man- 
ager of the Chicago territory, branch man- 
ager at Louisville, Ky., and sales repre- 
sentative at Indianapolis. 


F. E. Dukes Jr. 


Heads Kodak’s Methods Center 


Donald L. Schading was named man- 
ager of Eastman Kodak’s business photo 
methods training center, it was announced 
by T. F. Pevear, company vice president 
and director of sales administration. Mr. 
Schading joined Kodak in 1953. 


Emeco Buys Standard Furniture 


Wilton C. Dinges, president, Emeco 
Corp., Hanover, Pa., announced purchase 
of Standard Furniture Co., Herkimer, 
N. Y., manufacturer of wood office fur- 
niture. Emeco, manufacturer of office and 
institutional seating in aluminum and steel, 
will continue to produce furniture under 
the Standard trade-name. The _ block- 


square plant in Herkimer will be oper- | 


ated as Standard Furniture Co., Wood 


Furniture Div. of Emeco Corp. 





NEW QUALITY BALL PEN! 


ee ae anmanann 





Writes thru warm, sticky perspira- 
tion—no skipping—10 day money back | 


guarantee. Medium 
iy a 


only. Special rrippit” 


point, Blue ink 
ball point, 


jumbo size cartridge with Formulabs® | 


pre-tested quality ink. Retail 98c. Send 
75e for sample Prest-O-Rite pen. Quan- 
tity rates available. 
GARDNER STAMP COMPANY 
166 South Washington St., Wilkes-Barre, Pa. 
For More Information Circle No. 398 
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Some Day You May 
Wish You’d Bought This 


NEW 
Auto-Shred 


Do your business secrets leak out thru your 
waste paper baskets? Too often confidential 
letters, sales and accounting records, engi- 
neering data, specifications and business rec- 
ords of many kinds find their way into un- 
authorized hands—after someone thought 
they’d been destroyed. 

This new, compact, lightweight Auto-Shred 
is designed for your office. Case hardened 
steel slitters driven by a powerful 1/3 horse- 
power motor, convert correspondence, ledger 
sheets, sales-reports and other confidential 
records into 14” shreds even slicing thru 
paper clips and staples. It’s quiet — you’ll 
hardly know it’s being used. It has an auto- 
matic hopper that will tal.2 up to 100 sheets 
of paper at a time and a gravity hand feed 
for stapled, clipped, pinned or folded papers. 
It’s completely enclosed (positively safe) in 
a gracefully designed fiberglass case that 
matches the practical appearance of other 
office equipment. 


Write for catalog giving full 
information and 10 day free 
trial offer. 











SAA 3439-16 


INDUSTRIAL SHREDDER 
and CUTTER COMPANY 


103 Mill Street Salem, Ohio 
For More Information Circle No. 399 
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SETS UP INSTANTLY! 


Count "1-2-3"—that's how quickly 
anybody in your office, plant or 
warehouse can set up a PAIGE 
MIRACLE BOX. 


The UNIQUE 


PAIGE MIRACLE BOX 
the INSTANT File 


cuts record-retention costs 75% 


The unique Paige 
Miracle Box has 
created a new sys- 
tem for efficient 
and economical 
record retention, 
utilizing full floor- 
to-ceiling space. 


UNIQUE—because it sets up INSTANTLY and 
AUTOMATICALLY—no taping or stapling required. 


UNIQUE—because it’s the only corrugated container 
that is completely double-walled and double-cor- 
nered, providing amazing strength and durabilty. 


UNIQUE—because it is double-floored, providing a 
bottom that can’t “fall through.” 


UNIQUE—because it has a separate, telescopic cover. 


UNIQUE—because it is rugged, though light in 
weight. Easy to lift and move by its comfortable 
hand-holds; even when full, can easily be carried 
by any girl in the office. 


Our brochure explains how the use of the 
unique PAIGE MIRACLE BOX has developed 
the new Compact System of retaining records 
. . » how leading companies get maximum 
use of available space, highest efficiency in 
operations, greatest convenience for person- 
nel. We'll be glad to send you a copy. 


ia 
Ce ee ee ie 


The PAIGE 


OFedeeker- Beh 4 


95 MADISON AVE 
NEW YORK 16, N.Y 


THE PAIGE CO., 95 MADISON AVE., NEW YORK 16, N. Y. 
Send your new, illustrated Miracle Box brochure, 
| re me : TITLE rato 
COMPANY 

STREET 


... ZONE ....STATE | 


For More Information Circle No. 341 
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Chicago International Trade Fair, McCor- 
mick Place, Chicago, July 25-Aug. 10. 


National Society of Public Accountants, 
Denver-Hilton Hotel, Denver, Aug. 28- 
Sept. 1. . 


Assn. for Computing Machinery, Statler- 
Hilton Hotel, Los Angeles, Sept. 5-8. 


National Assn. for Bank Audit, Control 
& Operation, Conrad Hilton Hotel, Chi- 
cago, Sept. 11-13. 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 23-27. 


Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 25-27. 


American Production & Inventory Con- 
trol Society, Pick-Congress Hotel, Chi- 
cago, Sept. 28-29. 


National Institute of Governmental Pur- 
chasing, Commodore Hotel, New York, 
Oct. 8-11. 


Systems & Procedures Assn., Statler-Hilton 


t CALENDAR 


and Pick-Carter Hotels, Cleveland, Oct. 
9-11. 


American Bankers Assn., San Francisco, 
Oct. 15-18. 


National Business Forms Associates, 
Americana Hotel, Bal Harbour, Fia., 
Oct. 23-26. 


American Institute of Certified Public 
Accountants, Palmer House, Chicago, 
Oct. 29-Nov. 1. 


Society of Reproduction Engineers, Bilt- 
more Hotel, Los Angeles, Dec. 2-5. 


Eastern Joint Coniputer Conference, Sher- 
aton-Park Hotel, Washington, D. C., 
Dec. 12-14. 


EVENTS ABROAD 
Business Efficiency Exhibition, Olympia, 
London, Oct. 2-11. 


Electronic Computer Exhibition, Olympia, 
London, Oct. 4-12. 


International Office Equipment Exhibit, 
(SICOB), Paris, Oct. 13-22. 





AUNDERS 


MG. CO., INC. 


MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 
BUSINESS FORMS 





LIGHTWEIGHT 





P. O. Box 243, Winthrop, Maine 
WEATHERPROOF 


SEND FOR 
NEW CATALOG 
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Acco Products 

Acme Visible Records, Inc. 
Addo-x, Inc. 

Addressing Machine Co. of California 
Addressograph-Multigraph Corp. 
American Data Machines, Inc. 
American Stencil Mfg. Co. 
American Type Founders Co. 
Ames Supply Co. . 

Atlantic Numbering Machine Co. 
Atlas Stencil Files Corp. j 
Autocall Co, 


Baumgarten, Fred . 
Bell & Howell Co. 
Bentson Mfg. Co. .... 
Bergstrom Paper Co. 
Bohn Duplicator Co. 
Dee. ONE. .5...... 
Bruning Co., Charles . 
Burroughs Corp. 

Burton Mount Corp. .. 
Business Electronics, Inc. 


Can-Pro Corp. 

ES EERE SETS | PE 
Cel-U-Dex Corp. 

Challenge Machinery Co. 

Chicopee Mills, Inc. 

Cole Steel Equipment Co. 

Columbia Ribbon & Carbon Mfg. Co. 
Comptometer Corp. .. 

Copease Corp. 

Curtis-Young Corp. 


Davidson Corp. 

Dick Co., A. B, ..... 
Dictaphone Corp. 
Direct Image Corp. . 
Ditto, Inc, 

Documaf, 


Dresser Products, Inc. esvsdesee BS ia cet 


Eastman Kodak Co. (Ektalith) 
Eastman Kodak Co. (Recordak) 


Eastman Kodak Co. (Verifax) + Rr ee 


Ecusta Paper Operations 
Engler Instrument Co. 
Eureka Specialty Printing Co, 
Ever-Safe Co. 


Facit, Inc, .. : 
Flash Filing Co. 
Fletcher Paper Co. 
Friden, Inc. .. 


Gardner Stamp Co. 
Gates Acoustinet, Inc, 


216 


Gilbert Paper Co. 
Globe-Wernicke Co. 

Goes Lithographing Co. 
Graff Co., George B 
Graphic Systems 

Groveton Papers Co. ....... 


Halverson Products Co. 

Hamilton Autographic Register Co. 
Hammermill Paper Co. 
Heller-Roberts oe. a. 

Heyer, fac. .... 

Hoosier Desk Co. : 

Howard Paper Mills ‘Inc. 
Hush-A-Phone Corp. 


Industrial Shredder & Cutter Co. 
Inter-Continental Trading Corp. (Olympia) 
Inter-Continental Trading Corp. nr 
International Business Forms, Inc. 

Interstate Metal Products Co. 


Jardin Associates, Inc, 


Lagomarsino-FAl 

Lassco Products, Inc. . 
Lee Products Co. ...... 
Lewbill Industries, Inc. 


Manpower, Inc. 
Metal Products Engineering, Inc, 
Methods Research Corp. 
Michael Lith Sales Corp. (Destroyit) 
Michael Lith Sales Corp. (Triumph) 
Millers Falls Paper Co. . 
Minnesota Mining & Mfg. C 
Minnesota Mining & Mfg. 
(Microfilm Products) . 
Minnesota Mining & Mfg. 
Minnesota Mining & Mfg. 
(Typewriter Cleaners) 
Modern Partitions, Inc, ..... 
Monroe Calculating Machine 
Moore Business Forms, Inc. 
Morphy-Richards, Inc. 


. (Dusting Fabric) 


}. (Thermo-Fax) 


National Cash Register Co. 
Nebraska Salesbook Co. 
Nekoosa-Edwards Paper Ce. . 
Nippo Machine nnesiel Co., Ltd. 
NuArc Co, .... 


Office Publications, Inc. 

Office Records Co. 

Old Town Corp. . 

Olympia Typewriters .......... ‘ : 
Oxford Filing Supply Co. . 165 
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Paige Co. 

Palson Mfg, Co. 

Parsons Paper Division 
Paterson Parchment Paper Co. 
Perfecopy Co. 

Photek, Inc. (Consecutor) 
Photek, Inc. (Copying ‘paseelk 
Photek. Inc, (Expediter) ... 
Photorapid Corp. 
Pitney-Bowes, Inc. (Folder- Inserter) 
Pitney-Bowes, Inc. (Mailing Scales) 
Pitney-Bowes, Inc. (MailOpener) 
Print-O-Matic Co, 

Pronto File Corp. 


Rapid Roller Co. ...... 
Recordak Corp. . 

Record Files, Inc. . . 
Regna Cash’ Registers, Inc, 
Remington Rand Division 
Renneker Co. ; 
Rite-Line Corp. 
Roberts Rubber Ce. 
Ross-Martin Co. ; 
Royal McBee Corp. . 


"Weldon 


SADA S.p.A. Duplicatori ed Affini . 
SiICOB 


Saunders Mfg. SGe: 
Scott-Rice Co. 
Sengbusch Self- Closing | lnkstand Co. 
Shaw-Walker Co. . 

Shredmaster Corp. 
Smead Mfg, Co. 
Sortkwik 

Speed-O-Print Corp, .. 
Standard Change- Makers, 


Inc, 


$140 


STAND $25 


$300 


Standard Packaging Corp. 
Standard Voss Corp. 
Stevenson & Smith, Inc, . 
Superior Tabbies 

Super Speed, Inc. 

Syntron Co, 


» 108, 


Tab Products Co. 

Tally Register Corp. 

Teletype Corp. .... 

Thomas Collators, Inc. 

Torpedo Buromaschinen ‘Werke AG .. 
Townsend Industries, Inc. 76 
Transcopy, Inc. “3 125 
Typewriter Sundries Co. . 212 


124, 


Underwood Corp. (Scriptor) Inner 
Underwood Corp. (Studio, Prima) ... 
United States Envelope Co. 


Front Cover 
..98, 99 
172 


Van Son Holland Ink Corp. 
Vari-Typer Corp. ... 
Venus Pen & Pencil Corp. , 
Victor Adding Machine Co. 
Virginia Panel Corp. 
Visi-Shelf File, Inc. . 


Wassell Organization, Inc. 
Whiting-Plover Paper Co. . 


Xerox Corp, . 


Yates Co. .. 


COLLATING 


made casy and PROFITABLE! 


Lowest priced line on the market! Make your collating 
easy, fast and profitable with these fine collators. 


Features: 


VELODEX—é-stack table top model. 
sheet. 

METRODEX—12-stack model with 
Leaves operator's hands free. 
with electric jogger, 

METROMATIC—AIll electric operation 
Leaves operator's hands free. 
electric jogger. 4 Models: 6, 8, 
take up to 23" sheet. 


Lever operated. Takes II" 


foot pedal. 
Also available 


stand, mechanical 
Takes II"' sheet. 


controlled by foot pedal. 
Also available with stand and 
12 & 16 Stacks, Double stacks 


Rush the following: 
_.Velodex(s) @ $70 
_.Metrodex(s) @ $140 

Metromatic(s) 6-st. @ $150 
_.Metromatic(s) 8-st. @ $200 __Electric Joggers(s) @ $80 
Metromatic(s) 12-st. @ $250 __Descriptive Literature 
CLIP & MAIL WITH YOUR LETTERHEAD 


ATLANTIC NUMBERING MACHINE co. 
4702 18th Ave., Brooklyn 4, N. Y. 
5208 W. Pico Blvd., Los Angeles 19, Calif. 


__Metromatic(s) 16-st. @ $300 
_.Stand(s) for Metrodex @ $25 
for Metromatic @ $30 


For More Information Circle No. 112 
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"Business morality is on the decline." 

This startling statement came forth during 
a recent conversation on marketing with a stable, 
successful office equipment executive. He allots 
an equal share of greed to buyers and sellers each 
in the get-it-quick scramble today. 

We are not certain that he is right and fer- 
vently hope not. We should like to know what our 
readers think on this subject. 

There are indications of bribes, kick-backs 
and overly expensive gifts as part of the business 
scene, but it has been ever thus and we doubt that 
the condition is proportionately any worse now than 
it was a century ago. The tremendous volume of 
business transactions, often subject to goldfish 
bowl publicity, receive far greater attention to- 
day when distasteful ethics are unearthed. The 
great majority of business transactions are cer- 
tainly conducted with complete integrity on all 
sides. 

To quote the ungrammatical sentence of one 
of the most successful and honest manufacturers 
in this industry, "Bought business is no business." 
It requires bare kindergarten logic to realize that 
when one vendor (with an equally amoral vendee) 
indulges in this vicious practice, a competitor 
can up the ante and the cycle eventually becomes 
fruitless and uneconomical, 

This is only a secondary reason. What counts 
in the long run is the elimination of such prac- 
tices simply because they are not right. Our whole 
society needs examples of doing what is right be- 
cause it is right and not just because it is the 
economical or smart thing to do. 

What do you think? 
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JUST /2+ EACH 


with a 


DITTO’ DUPLICATOR 


BRAND 


FREE 
BOOK 


tells you how! 
101 WAYS 


DITTO DIRECT PROCESS 


For 


DUPLICATORS 


More Information 
Circle No. 247 


Make up to 120 copies a minute of anything you can type, 
write, or draw—do it with a DITTO Brand Direct Process 
Duplicator for as little as ¥4-cent per copy! Duplicate up 
to five colors at a time on paper 3 x 5 inches to9 x 14 
inches, 16-pound to card stock; up to 300 clear copies 
from each master. 
New “‘No Pour” Fluid System on DITTO Brand Duplica- 
tors feeds fluid to the machine directly from the original 
gallon container. No splashing, no spilling, no clean-up, 
no waste! A signal tells you when to change containers. 
For full information on DITTO Brand Duplicators, mail 
coupon for FREE BOOK! 


*For paper and supplies bought in normal quantities. 
DITTO and @ are registered trade marks (U.S. and foreign) of Ditto, Incorporated. 





The new Royal Electric Typewriter has a 
responsiveness, a feel, that lightens the 
days of busy people. We think you will want 
this typewriter. But before you decide, 
please do yourself, your secretary, and 
your company this service: see all the 
makes of electric typewriters. Check them 
for touch, for printwork, for any other 
quality you wish. Only in this way can 
. you really knew the worth of the choice 
you will make. Royal McBee $orporation 
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